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PREFACE

In South Carolinz the Office of the Governor, State Planning
and Grants Division as a part of its planning activity under
"Section 701 of the Yederal Housing Act of 1954 funded as Compre-
hensive Planning Grant S. C. F - 41 (G) retained Public Research
and Management, Inc. of Atlanta, Georgia to assist in defining
the process of community development, establishing the core
categories of administrative ‘and planning occupations involved
in the community development process, &nd preparing a compre-
hensive training program to meet the nea2ds identified im those
areas. A number of draft reports and éiscussions between S.P.G.D.
staff and the Consultant's staff were helid. This Consultant
prepared a prior "South Carolina Local Government Study" as
a publication of the Municipal Association of South Carolina for
the S.P.G.D. funded by a prior comprehensive planning grant
(S.C.P. - 30 G). That Local Government study had constant input
to the present study and is considered incoiyporated by reference
hereto.

Tke present series of reports by PRM, Inc. consists of four
‘parts. The first part is a draft of working papers titled
"Community Development Process", not originally submitted for
publication, and the Bibliography used in preparing the series.
The second part ie '"Memorandum No. 1, Local Government Manpower
Requirements for Commcnity Development in South Carolina". Its
purpose is to present a working definition of the community
development process as a basis for specifying relevant core occupa-
tional categories at the local government level. These serve,
to describe the normal organizational patterns of local govern-
ment in the community development process. Third is "Memorandum
No. 2, Local Government Manpower Requirements for Community Develop-
ment in South Carolina: Study Approach and Methodology".
Memorandum No. 2 introduces the question of demands upon the
local governmental unit. The specific focus is upon a description
of the field work’and questionnaire including the approach used,
the locations surveyed, and in appendix A, B and C samples of the
Manpower Interview Schedule, the Manpower Study Questionnaire,
the Local Government Manpower Questionnaire and Manpower Planning
Guidebook. The fourth part is '"Memorandum No. 3, "Study Findings
and Training Recommendations, Local Government Manpower Survey in
South Carolina", which gives the conclusions from the local
government survey. Included are job categories, present and
projected manpower requirements, training recommendations, and in
Appendix D specifications for the recommended first order training
needs. 7The entire series should be considered togather.
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STUDY FINDINGS AND CONCLUSIONS

- PART ONE: FINDINGS

(Section II - Local Government Manpower Survey
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INTRODUCTION

,Tﬁis sectioh.deals with the types and numbers of employees that
South Carolina local govgrnmenta] units have now and expect to nesed through
.1975 as re]atéd to the cbmmunity development process. (The term “"community
"development" has been defined in an earlier memorandum).

Prefacing the presentation of this quantitative data, it is necessary
to explain the research methodology, procedures and assumptions that
preceded its tabulation, analysis and interpretatidn. As pfescribed; the
* Contractor mailed ovér two-hundred questionnéires to local governmental units
in South Carolina. Respondgnts wére requested to inventory their current
employnent, and.evaluate fheir’manpower needs “thru 1975. This was to be done
for eighf (8) broad core.occupation categories. These are categories'
within which functionally related jobs are grouped for purposes of study
and analysis. The eight (8) categories and examples of included jobs
(as defined in memorandum nimber one)are:

Joh Category I-- General Govarnment Occupations- these occupations are concerned

with overall administration and control of local governmént functions,
including day to day administration, long and short term planning, financing
goverqmenta] operations, personnsl adm{nistration and staffirg, and providing
"supportive technical and clerical assistance to all local gevernmental activities.
Jobs included in this category include Mayors, Councilman, Commissioners;
Adninistrative positions such as City Managers, County Administrators, finance
directors, city clerks, personnel directors, accountants, purchasing agents,
~and sunportive such as clerks, typists, stenographers, sécretaries, account

clerks, cashiers, bcokkeepers, cerpuler prograniiers and operators, etc.




Job Category II- Public Protecton and Séfety Occupations- These occupations

entail responsibility for planning, directing, and implementing all of the
activities of a local government's pubiic safety agenices, such as the police
department, fire department, civil defense department, cndss enforcement
agenbies and the Courts. Examples of jobs included ir this cafegory are:
.;heriffs, aeputy éheriffs, police, firemen, criminal investigators,

Building and related inspectors, civil defense workers, bailiffs, court clerks,
Judges, probation officers, étc.

Job Category ITI- Human Resources Occupations- These occupations are concerned

with the care, cultivation, rehabilitation education, and productive
utilization of manpower resourcﬁs. Examples of jobs included in this occupation
are: Teachers, princ{pals, edﬁcat{on administrators, technical-vocational
instructors, hospital administrators,.pﬁb]ic health physicians, nufses,
sanitarian, medical technologists, practical nurses, caseworkers, social

workers, etc.

Job Catecory IV- Recreation and Culture Occupations- These occupations are

concerned with the satisfaction of various recreatﬁona] and cultural needs of
the comnunity. Examples of jobs inciuded in this category are parks and
recreation directors, recreation planners, recreation specialists, recreation
leaders, museum curators, l{brary directors, librarians, Tibrary assistants

and technicians, etc.

Job Category V- Housing and Environment Occupations- These occupations are

concerned with the planning, production, and upkeep of adequate private
and public hpusing, and the evaluation and improvement of neighborhood
and community environments. Positions included herein are responsible for

such activities as construction, maintenance, and operatior of water supply,

8




sewage and sgnitatioh, municipal waste disposal; public housing and the
| Operatipn and ma%ntenance of municipal or public buildings. Examples of
jobs included are utilities engineers, engineering technician, utilities
directors and supervisors, water and sewer plant operators and technicians,
linesnen, groundsiien, sanitation superintendents, sanitation workers, urban
reneval .workers, community relations affairs, community planners, planning
aide#, etc.

Job Category VI- Transportation Occupations- These occupations are concerned

with the planning, development, implementation, operation, and upkeep of

transportation systems and vehicles. Examples of jobs included in this
‘category are engineers, engineering aides, public works directors and supervisors,

mechanics, construction equipment operators, labor foremen, etc.

Job Cateqory VII- Natural Resources Occurations- These occupaticns are concernad
with the location, identification, cultivation, conserVafion, extraction,

and utilization of natural resources. Examples of jobs in this category_ include
-environmental engineers, chemical engineers, chemists, biologists, forester,
field technicians, etc.

Job Category VIII- Economic Development 0ccupations? These occupations are

concerrad with the planning, direction, and implementation of programs
aimed at providing economic opportunities for citizens, and promoting
development and expansion of jndustry, commerce, and agriculture within the.
community. Examples of jobs in this cgtégohy include economic deve]bpment
directors, employment counselors, economists, agricultural agents, community
planners, planning aides, etc.

0f these two hundred questionnaires, resbonses were received from forty-
four municipalities and elevern counties. Additiona]]y, the Contractor
conducted intensive, on-site and detailed analyses of the organizational structure
and manpower needs of some thirty local units. These on-site observations,

9
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which preceded the mai]inj of the questionnaire, served to: (1) famitiarize

and acqua1nt the Contractor on a first hand basis, with the particular manpover
prob]ems and needs of specific, representative -localities (the on-site 1nterv1ews
thus provided a frame of reference within which to prepare a re]gvent questionnaire),
“and (2) further refine and revise the results of the returns from that questionnaire.
Limited by factors of time and money, the Contractor had to denend substantially
upon the fifty-five resgonses from the questionnaire, in addition to the information
gathered from the on-site observations, as the primary data source. |

Then, to reinforce the basic validity of the sample, a stratfied sampling

procedure was devaloped. A stratified sample is one where, "[the] population

if first broken down into strata such that eiements within each stratum are

more alike than the elements of the population as a whole. Than an assigned

part of the sample is drawn from each stratum by random selection. "l The major

benefit of ‘such a procedure is derived vhen "a pdpu]ation is made up of fairly
uniform‘ﬁarts or strata, the precision of sample results can be improved by

stratification.."2 Following this method, six (6) distinct groupings of municipalities. .
differentiated on the basis of population, were established, with the counties grouped

in a separate, universal category. The six (6) groupings were based on the following

population classes: (1) under 1,600 {2) 1,000-5,009 (3) 5,000-10,000 (4) 10,920~
25,000 (5) 25,000-50,000 (6) 50,099 and over. .

At this point, due to the above mentioned limitations, it was necessary to
make a first assumption that the respondents were basically representative of the
municipalities in their population class. Then, too. it was necessary to accept
the tigures submitted by the respondents, tempered of course, by the profess1ona1
judgement of the Contractor and the resu]ts of the intensive on-site survey '

] William A.-Spurr and Charles P, Bon1n1, Statistical Ana]vs1s for Business D°c1s1on<
p. 319




as a reasonably accurate assessment of their current and future

manpower requirements, Becauée of thé small percentage of response from Group
I (undér 1,000) municipalites, a third basic assumption was necessary. This
premise was that the smaller governmental units would offer services more
limited in scbpe and diversity than larger municipalities. Therefore, data
gathered for larger municipalities was held tc be eqﬁa]]y valid for smaller
Tocal units. Horeover, projections for sma]]pé units were determined to be

less difficult because growth and behavior patterns in these communities are

highly predictible.

The stratified sampling method was reinforced by the distribution of the
forty-four municipal government responses, in that, the percentage of response
increased witﬁ each subsequent population class. For example, in Groﬁp I,
only five (5) municipalities of the one-hundred and twenty-nine in that class
replied (a return of only 3.87%). Contrasted to this is the much higher percentage
of response of 60% for cities in Group V, where three (3) of five (5) replied
to the questionnaife. These percentages were of primary importance in deriving
cﬁrrent employment estiﬁétes and in the subsequent manpower projections to 1975,
for they were used as "the statistical basis for projecting these manpowrer levels
and requirements. Hence, the relatively high response pefcentages in all but
the lowast population groups have he]peﬂ assure acceptable accuracy and
validiiy in the survey projections.

To further va]idatg the sample, current enployment figures Qere

audited against the data presented in the 1967 South Carolina Census of

Governments Report. For those core occupations categories most comparable, based

on the definitions of the Contractor and the Census of Governments Report

-
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(i.e. General Government, Public Safety, Recreation and Culture, Housing and

Environzent) an expectable,. natural rate of increase in municipal employment

govermaents reflect this natural increase, with the Census of Governments

Rerort showing 10,981 municipal employecs (Statewide) for 1967 compared with

the Contractor's figures of 15,578 for 1971.

_However, the County data received was found, upon cross--verification, to

be unreliable for the purposes of sound analysis. The réturns indicate

that, even though the questionnaire asked for employees of State functions

decentralized to the County level, e.g. Health, Welfare, etc., the returns in

these areas were ohviously distorted (very low). In addition, the decentralized

administrative structure of county governments was a prohibitive factor in

locating one know]edgab]e administrator for purposes of providing_accurate

and representative data. Thus, only those core-occupation categories of

General Government and Public Safety, for which the Contractor's data showed

some veracity, were analyzed in the subsequent section.

A Summarization of Local Bovernments Mannower Reguirements: Present

and Projected.

»s indicated, current manpower inventory and futura projections herein
are based on: (1) a sample derived from fifty-five (55) returned questionnaires
(2) on-site observations and interviews: Data frcm these two (2) primary
“sources are modified, in some instances,.in the following section ky the
Contractor's professional judgement.

The following summarization is divided into two (2) components. The
first component is concerned-with core occupation cateéories basic to the
functioning -of all Tocal units, irrespective of population class. These
categories, which are those that érc cemronly identified as governmental

line functions, are General Government, Public Safety, Housing and Environment

11-6122
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(primarily dealing with public utilities and sanitation} and Transportation

{_ : (primarily dealing with public works and engineering). The second component
deals with auxiliary functions of government, which are less vital and, hence,
more optional in nature. The core-occupation categories within this componsnt

are Recreation and Culture, Humen Resources, Natural Risources and Economic

Developrient.

In the examination of these components two methods are utilized in determining

current and future manpower distribution trends. The first method involves the

analysis of specific core-occupations as they relate (in terms of percentages

of the whole) to total local government 2mployment fér each pbpulation group.

This is done both for current employment ahd future manpower needs. Secondly, a |
projected averége annual increase of future manpover needs is calculated and
presented. .

(FOR EASY REFEREMNCE PURPOSES, THESE PERCEﬁTASES OF L:PLOYMENT CONCENTRATION AND

AVERAGT ARNUAL INCRtASES, IN ADDITION TO ABSOLUTE CURRELT AND FR2JECTED NUHBERS
OF EMPLOYEES, ARE PRESENTED IN TABLES AT THE COWCLUSI?! CF THE SECTION.)

Manpower Reguirement§ in @asic Line Functions

Local units, in each porulation class, exhibit their primary concern with
the aforementioned basic line functions of government. The Contractur's employment
statistics substantizte this statement. The statistics also show that in
population graupings of over 10,000 (Groups IV thru VII), the percentage of

employment concentration in the line functions grzdually decreases. The

percentages of local employees now engaged in jobs within these 1ine Yunction

- core categories are as follows:

*Group I--86.48% Group IV--90.6%
Group 11--95.1% Group V--89.3%
=~ Group III--97.1% Group VI--85.9%

* Percentages of various types of core categorv ezploveas in this grouping will
be aberrant, due mainly to the .low total numbers of employees within these
. sized jurisdictions. * .

-7 43
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In terms of future manpower requirements these percenta_ges (which reflect
that portion of total local employees engaged in these activities) should not
change appreciably.

The average annual increass in manpower within these line function

Categories, as predicted by sample respondents, are as follows:

Group I--1.72%

Group 11--10.9%

Group III--7.33%

Group IV--7.74%

Group V--6.67%

Group VI--6.66%
This means fotj example, that there will, by 1975, be 1.72% niore employees
involved in the provision of line services than there are in 1971 (for

all cities with populations of 1000 or less).

Employment Within Line Categories

Of the lire-oriented core-occupation categories, Public Safety shows the

largest percentage of current employment in relation to total current employmert.

-

Perceritage of Total Employment Force Represented by Public Safetv Occupations
Group I-- 42%
Group I11--37.7%
Group 111--42.0%

Group IV--9.0%
Group V--39.4%

Group VI--40.7%

-~
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Reported future manpower needs jndicate that this high percentage level of
personnel in Public Safety, relative to total employment will be maintained. Of
greater significance, however, is the high average annual percentage increase in

all population classes, except for Groups T and VI. Despite the high percentage

and quality of response from Group VI municipalities, it is difficult for the
Contractor to accept a .7% annual average increase in the highly urbanized Group
VI municipalities, 2s a realistic figure. ‘Therg ére two (2) reasons for
cnallenging this statistic. The first reason is the known high rate of crimg

in urbanized areas concomitant with the probable continuation of significant urban
crime rates. Secondly, the comparatively high projected a‘erage annual percentage
increases for Groups II-V (and the Countigs) are in distinct contrast with the

figures for Group VI. These percentages are as follows:

Projected Annual Averaae Percentage Increases In Public Safetv Employees

Group II--8.42% Group V--7.45%
Group III--8.07% *Group VI--.7%
Group 1V--8.32% Courities--10.1%

In 1ight of these percentages, the Cdntractor feels it is reasorable to project
at least a 9% average annual increase in Public Safety personnal for Group VI
municipalities.

The continuing need for large numbers in the Public Safety occupations can
be attributed greatly to South Carolina's increzsingly high crime rate in most
categories (except for murder and manslaughter). The subsequent table gives a

numerical summary of recent relevent data:

* Based on questionnaire returns preceding modifications.




Major Crimes, 1960 and 1966 -
‘By Types Per 100,000 Population

Type of 1960 . 1966

Crime U.s. So.'Atl. Area  S.C. U.S. _ So. Atl. Area. S.C.

Murder and
ion-negiigent 5.1 9.7 13.3 5.6 9.1 11.6
Manslaughter .

Forceable Rape 3.7 7.8 9.4 12.9 12.7 . 13.0
Rcbbery 49.7 35.5 20.4 . 78.3 69.1 28.7
Aggravated 72.6 118.9 102.2 118.4 179.1 172.0
Assault '
Buralary-

Breaking cr 457.9 440.8 371.4 699.6 553.4 476.5
Entering

Larceny 264.4 220.5 205.4 456.8 416.7 355.1
Auto Theft 179.2 140.6 104.7 284.4 227.6 153.5

* Source: U.S. Department of Justice, Uniform Crima Report for thz United Stzi=s
Next, in terms of the magnitude of current employment percentage of

total current employment, are occupations relating to Housina and Environment.

Current employment data show that five (5) of six (6) population classes range
from 23.0% to 36.8% in the employment cqncentration/total employment ratio.
Group I deviates from this range, showing only 8.6% cf total employment in
that population group engagad in Housing and Environment occupations.

The percentage engaged in Housing and Envirorment occupations relative
to.total employrent, shou]dﬂféméfﬁ in the same high proportion over the next
four (4) years. Moreover, average annual percentage increases in these
categories should be consequential. The projected increases rance from a low

of 2.09%5 in Group I towns to a high of 15.7% fo~ Group II municipalities,

11-18.6




with the other poph?ation classes increasing at rates varying from 3.5 to
9%.

( In the area of General Government, the smaller localities, though

considerably less specialized than larger units within this category, show

a larger percentage manpouer relative to total current employment than the

larger municipal units. For instance, Groups I and II have 25.9% and 17.8%
respectively engaged in these occupations, compared to the following figures
of Group III--11.0%, Group IV--11.0%, Group V--6.3% and Group VI--6.9%.

Manpower levels in the future, for the General Government core-occupation, can be

expected to remain in basically the same ratio to tota? employment. However, ' '
appreciable average annual percentage growth rates of between 2% and 8% should
occur.
The divferences in‘manpower_levels, for General Government occupations
between the smaller and larger municipalities is explained by the reverse

differentials for Transportaticn occupations. In Group I and II municipalities,

current manpower levels engaged in the Transportation category relative to total

2mployment are orly .72% and 3.2%. Howevér respective manpower concentration

percentages, of 7.2, 18.9, 17.5 and 12.0, for Groups III, IV, V, and VI, are

considerably higher.

As with previously profiled line function occupations, future manpower

levels can be expected to remain in a percentage range generally comparable

to current personnel concentration/total employment ratios. Though these types
" of ratios should remain the same, average annual increase percentages point to

Significant personnel additions, especially for Group II municipalities, in the

Transportation occupations. The following percentages of projected annual

increases provide documentation.

];BJ};‘ II-n
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Projected Average Annual Increases for Transportation Occupations

i _
: 1. Group I--7.75% 4, Group IV--8.3%
2. Group II--26.9% 5. Group V--6.27%
3. Group III--14.7% 6. Group VI--7.4%

Manpower Reguirements in Auxiliary Functions:

The second component of this summarization deals with the auxiliary core-
occupation categories. More specifically, these types of occupations include

those in the categories of Human Resources, Recreation and Culture, Natural

Resources and Econcmic Develcpment. These core-occupations are generally

considered to be supplemental to the kasic line functions of local governments.
These auxiliary functions, though exercised to a lesser‘degree by smaller
municiba]ities, are generally applied on a muck: Targer scale by more urbanized
municipa]ities. This can be demonstrated in terss of percentages of total
current employment, allocated to these occupatisnal groupings, relative to total

current employment.

Emplovirent within Auxiliary Functions Expressed as a Percentage of Total Local
Governmental Enployment.

Group I--13.56%  Group Iv--9.42
Group II--4.9% Group V--10.7%

Group III--2.9% Group VI--14.1%

As can be seen, the percentage of concentration in the auxiliary core occupations
rise, in Groups III thru VI, with each subsequent population level.

In the futire, these occupaticn-categories in terms of future percentages
of employment concentration, should not change radically. However, significant chanac

should occur in South Carclina urbanized areas, (Groups IV, V, and VI) with the




average annual percentege increase projected for auxiliary occupations to be
8.3%. The less urbanized localities should experience little growth,

except in Recreation and Culture, in these occupation-categories. Excluding

Recreation and Culture, the expected arnual average percentage increase for

the remaining three (3) categories is only 3.69%. With Recreation and
Culture included, the iean annual increase rises to 13.3%.

These trends can be attributed to two (2) factors. The first factor is the
population moverent away from municipalities 6f under 5,000 people. These
smaller units thus do not experience radical changes brought by rapid |
urbanization that necessitate such specialized, technical occupations in the
areas of Natural Resources, Economic Development and Human Resources,

‘more commonly found in_larger municipalities. The preliminary South Carolina
1970 Census figures of the United Stat;s Bureau of the Census verifies_this

population movement:

Population of Iacorzorzied FPlsces of 1,600 Inhabitents or Kore: 1970 ead 1530
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A second and probably more important factor is the severe financial limitations
faced by small localities which have a miniscule tax base from vhich to derive
revenue. It is_primari]y this limitation that prohibits any large scile concern
with auxiliary functions.

Employment within Auxiliary Function Occunations:

The area of Human Resources functions (i.e. Health, Welfare, etc.) has

traditionally been the administrative concern of County governmenis. “he low
current levels of manpower in Human Resources occupations, even in the most

urbanized municipalities, are evidence of this practice. The current employment

concentration percentages in the Human Resource Area, relative to tota’l

employment, add further weight to this observation:

*Source: United States Buveau of the Census, The 1870 Preliminary Census far
South Carolina.
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Current Employment Concentrations in the Human Resource Area

Group I--0%

Group II--.01%

Group III--.04%

Group IV--0%

Group V--0i

Group VI--1.2%3
As to future requirements, Groups IV and V municipalities despite their
increzsingly urbanized characteristics: did not express any need (in their
returned questionnaires) for manpower in Human Resources occupations. However,
given the increasing magnitude of population and the resultantly more complex
problems (i.e. disease, poverty, crime engen&ered by urbanization, et;.)
the Contractor has projected modest increases in personnel requirements for
municipal units in Groups IV, V, and VI.' Moreover, functions related to
Hea]th; Welfare, etc. should be increasingly exercised by municipalities,
because of their more direct involvement with and_proximity to urban problems.

Whereas the expressed need for personnel in Human Resource occupations was

minute, the current manpower inventory and indicated future requirements in

the Recreation and Culture ccre-occupations, were of much greater magnitude.

Moreover, current manpower concentrations (taken as a % of the total employment
force) in Recreation and Culture show a postive correlation with increased

municipal population levels. Current employment concentration in the Recreation

and Culture Area are presented by population class in the fellowing schedule:

Group I--2.15%
Group II--1.3%
Group III--1.8%
Group IV--2.0%

Group V--10.02
Group VI--11.7%




Hovwever, future projected requiresents are in contrast to the present trend.

- The Contractor's statistics indicate that, based on average annual increase

percentages, Recreation and Culture occupations' needs can be expacted to

increase substantially in all local units, but greatest in smaller municipalities.

The average arnual growth rates through 1975 are projected as follows:

Group I--25%

Group I1I--3.3%

Group ITI--13.4%

Group IV--7.5%

Group V--11.2%

Group VI--4.6%
A relevant consideration in these high projected rates of growth in the
Recreation and Culture core occupation category, is the rapidly evolving
eisure - oriented’society in the United States. The trends show that'people
have and wi]]-continue to have more time for leisure activities. For instance,
the average work week for production workers in South Carolina has decreased

between 1965 and 1969 a]ﬁost one (lj hour.3

The creation of Natural Resources occupations, at a local government level,

is a product of this age of environmental concern. However, South Carolina
localities currently employ only a few persons iﬁ the Natural Resource

occupations. In fact there are approxiﬁate]y, (based on the Contractor's
estimates) only between twenty and thirty such personnel employed by South
Caroiina's municipalities. Though the state of the environment is a matter

of concern for all localities, irrespective of population class, the most

pressing need for Ratural Resources manpower is in highly urbanized municipalities.

3: United States Bureau of Labor Statistics, Labor Force, EmaTlovment and Zernings.
1970.
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It is here, due to the higher density of population and more centralized ’ !
nature of economic activity, that pollution of the water and air is the
greaiest. The following quotation amply states the need, "A major problem

faced by most communities is the effective development, protection and

management to jts water rascurces in order to provida an adequate water supply
for the nseds of all water users. There is a need for effective water policies
encomoassing all areas of water menagement, water use,‘water rights and water
quality. There is @ need for establishment and enforcement of vater quality
sfandards and for control of population involving reasonable stream use and
recognizing the characteristics and usage of water ways.

The problem of water pollution in South Carolina grows more critical
each. year with the State's expanding urban population. This problem will

continue to increase in magnitude, Many communities do not hav: acequate

treatmeat facilities and are not in a position presentiy to insure a
pure and wholesnme water supplv."# i
Therefore, in ‘the Contractor's opinicn the follcwing minimum manpower

requirements for Natural Resources dccupations, are justified:

Group IV--An increase of eleven by 1975.
Group V-- An increase of five (5) by 1975.
Group VI--An increase of five (5) by 1975.

NOTE: This will assure every included municipality of at least one (1)

occupational specialist in the MNatural . Resources field by 1975.

-

% Public Research and }anagement, South Carolina Local Government Studv,
1969, p. 1-4
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As was the case with Natural Resource occupations current employment

levels in the Economic Development core-occupation category are inadequate.

At present, there are only 72 engaged in these type occupations statewide.

This low manpower level is obvious when viewed in terms of the following
employment concentraticn_percentages: (tzken as a ¥ of the'faiﬁﬁtemployment force)
Group I--.72%
Group II--.68%
Group III--.008%
Group IV--0

Group V--.5%

Group VI--.2%
Future manpower requirements for Economic Deveiopment’accdpations, especially
in highly' urbanized areas (Group IV, V, and VI), are of great importance.
The rapidity of modern urban physical and economic expansion, necessitate
increases in manpower levels for this core-occupation category.
To wit-~-~-- "South Caro]iqa cormunities face severe fringe area development
problems due to rapidly expanding populations in and qroundvestablished cities.
IPs cities and towns do nci have equitable and workable annexation procedures
designed primarily in terms of community needs. Antiquated, restrictive
annexation laws, coupled with the almost unrestricted estab]ishmen£ of special

service districts have led to chaotic conditions in urban fringe areas.” 3

Thus, in the obinion of the Contractor, the following manpower
requirements in the Economic Development core-occupation category are justified:

Group IV--An ircrease of eleven by 1975

Group V--An increase of five (5) by 1975

5Pub1ic Research and Management, op. cit, p. I-5

L |
1118

¢ Tl




Group VI--An increase of five (5) by 1975 .
Moreover, based on the judgement of the Contractor, the limited expressed
manpower needs of municipalities in Groups I, II, and III are warrented.
As previously indicated, the follewing tables present a total numerical
synopsis of absolute numbers of employees (both current and projgcted) and the

percent2ges of employment concentration and average annual increases for the

| eight (8) core-occupation categories.
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Concluding Remarks

This summarization, given the restrictive nature of primary information

sources, available data, and research methodology, should be uti1ized only

as a general quideline, in the determination of future manpover requirements
for South Carolina local governments through 1975. The presented data, as
previously ment{oned, primari]y reflected the responses of local administrators
which varied widely in their degree of accuracy and validity. One of the most
knowledgabie men in the field of manpower forecasting expresses the problems in

. gauging the validity of these types of sources.

“Apart from difficulties in the way of éo]]ecting and interpreting
anticipation data of any kind, this survey is handicapped by lack of knowledge

about future manpower requirements of an establishment.....Unless longer range

personnel;......policies have been firmly established for the respondeﬁt organization,
it is hard for an organization to arrive at a projection of its own manpovier
needs. Few organizations usually make such projections. Furthermore respondent's

- anticipations seem to reflect seasonal variations, more than other components

.of change. Estimates of future vacancies requ{re allowances for expected
separations and other attritions. If, furthermore, the information collecting
organization is identifiad with a major contractiﬁg or manpower regulating agency,
the respondent may have to overestimate ﬁis future manpowér NeedSeeeeeereoccsnnane

; In short [this].........method would seem to be only a last resort."®

The Contractof, also was hamstrung by limifed secondary data, and thus only made

few modifications upon the responses of local administrators.

A more comprehensive study, entailing much more in cost and time, would

have to consider many other pertinent indices in measuring future manpower

e 6 J. E. Morton, on Manpower Forecasting, a publication of the W. E. Upjohn
Institute, Kalamazoo, Mich. P.20
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requirements. Some of these pertinent factors for consideration would be:
(1) the manpower impacts éf technology, and more specifically, electronic
data processing, (2) attitudinal factors such as philosophical orientations
and goals of specific local units (3) the population growth patferns of

the State and its localities, which would entail statistical information

on fert{lity and mortality rates, marriage patterns and anticipated inward
and outward migration trends; (4) the current and anticipated popu]ation

composition of the local units in the State, which would include data on income

distribution, race, and labor force characteristics; and (5) the composition
of the physical envirorment and surroundings of specific localities. The
analysis of these relevant indices would enhance the reliability of manpower

forecast results.

11-35 . a3
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FACTOR AHALYSIS: A Closer Look at the Local Government Manpower Situation

In order for this inventory and evaluation to be of maximum value to the
total study effort something nore than mere numerical tabulations is required.
To properly prefile the local government manpower situation (present and
projected), an assessment of the education, skill training, experience, motivational
factors, attitudes and training readiness of present incumbents is in order.
Assessnents of these factors, as they currently exist within South Carolina's

local governmental work force, necessitate the grouping of the previously defined

core category occupations into manageabie units. For purposes of these assessments,
then, the following generic groupings shall be used.

" A. Unskilled and Semi-Skilled Labor

This cateqery inciudes occupations concerned with the performance
of essentially menual tasks which may involve basic technical ~
or mechanical processes, but do not require more than rudimentary
skill or dexterity. It includes, but is not limited to, trades
helpers, janitors, sanitation workers, streat laborers, etc.

B. Skilled Labor

This category includes occupations concerned with the skillful use

of tools and mechanical equipment. It includes, but is not limited
to, such tradesiien as electricians, plumbers, mechanics, construction
equipment operators, etc.

€. Clerical, Sub-Administrative, and Related

This category includes occupations concerned with preparing,
transcribing, systematizing, and preserving records and
correspondence, and with the performance of minor administrative and
general office duties.

D. Technical and Related

This category includes occupations requiring practical knowledge

- and application of technical and/or scientific processes and
proceduras, and which may require sufficient knowledge and skill
to set up and operate specialized equipment.

1186
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{ E. Professional, Administrative, Managerial, and Related

This categery includes occupations concerned with the theoretical
and/or practical aspects of such fields as engineering, onlanning,
law, education, accounting, etc., and with the practical
applicetion of managerient and/or supervisory practices and
principles. .

Education and Skill Training

! ) ~ In terms of basic levels of education and skill training valid observations

(based upon survey results) can be made as follows for local government manpowver:

A & B. Unskilled, Semi-Skilled and Skiiled Labor - These groupings are represented

in all eight (8)'areas of community responsibility (as defined in memorandum
number one (1). Héwever, they are generally concentrated in the Housing and
Environirent and TranSportatign and Comrunication areas. The general level

" of fprma] education within this group is characteristically low--elementary
school or less. Administrators contacied in this survey have indicated that
the majority of their employees within these categories are poorly educated,
with many being unable to read and write proficiently. Skill training levels
are also generally very low for unskilled laborers (e.g. sanitation workers,

, . . street lahorers, etc.). Semi-skilled and skilled laborers have

achie&ed varying levels of proficiency in the manual and construction trades,
with the primary areas of accomplishment being in equipment operation,

mechanics, and such trades areas as carpentry, masonry , etc. Although

very necessary to many of these jobs, 1ittle to no supervisory skill
training is provided at this level. ' |

C. Clerical, Sub-Administrative, and Other Subportive Jobs- This grouping

of employees is represented'in all eight (8) areas of community responsibility,
; {~‘ witﬁ particularly heavy concenfrations in the area of General Government.

Included herein are such jobs as clerks, typists, secretaries, draftsmen,

RERIC 11-37 33




outside of the work situation (either pre-employment or through outside schooling

administrative aides, stock clerks, accounting clerks, bookkeeoers,

etc. The general level of formal education, according to responding administra-
tors, is at the high school graduate level, supplemented in many cases by
additional schooling in business science or subjects that are technically
related to the field of employment (usually acquired at a business schooi,
technical-vocational school or college). Skill training levels for these types
of employees are generally commensurate with their level and area of employ-
ment. Hence, clerical and secretarial employees have, as a rule, gaineq
generally sufficient training in typing, filina, etc. (either on-the-job or in-
formal training programs) to be reasonably proficient in their work. The same
appears to be the case for other types of employees included within.this

grouping, but it.should be observed that most formal training is received

and/or training acquired while on the job). Very little skill training of the

nature needed by these employees is now being directly provided by the employer,

including that of a supervisory nature.

D. Technical and Related Jobs- This group'is primarily represented within the
Transportation and Communications, Housing and Environmeni, and Natural Resources
areas of community responsibility, although there may be employees of these types
found in almost every area.. Included jobs. are engineering aides, water and sever
plant operators and technicians, p]anning.aides, engineering technologists,
medical techno]og{sts, housing, building, electrical and plumbing inspectors, etc.
The level of formal education of these employees is generally higher than that of
employees in groups A and B, but it varies considerably for different types of
occupational specialties within the group. Technical Spécia1ists in the fields

of medicine, engineering, planning, water resources, and related areas, for
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example, reportedly possess education above the high school level (by an

average of about two (2) years) in their various'technical'specialties“

Codes enforcerent and inspections type personnel, on the other hand, are
generally educated.at the high school level {many somewhat below this level),
while thair skill training levels are, through extensive on the job involvement
and/or other exposure to the skills of their partipu]ar occupational area,
relatively high. Formal skill training for most technical occunations has
been confined largely to educational institutions, although many local
governmental employees have aspired to jobs in this group by continuous service
with a local governwental organization (through which they "picked up" enough

knowledge and skill to do an adequate job). Here again, the matter of super-

visory skill has apparently been largely overlooked, and little formal training
efforts have been made to improve these employees' ability to effectively supervise.

E. Professional, Administrative, Managerial and Related Jobs- This is, obviously,

a broad category of occupational specialties, and it is represented in all eight (8)
areas of community responsibility. Included herein are a multitude of governmental
occupations, which range from what is considered entry level professional jobs

(e.qg. po]i;e officers, firemen, recreation specialists, junior planners, case
workers, etc.) to %the top administrative and professional jobs of local government
(e.g. City Manager, Director of Finance, Planning Director, Director of Public
Safety, Public Works Director, Director of Housing and Relocation, City Clerk-
Treasurer, Director of Utilities, Recreatioﬁ Director, etc.). Also included are
the numerous elected officials of local government. There are, within this

grouping, separate and distinct levels of educational achievement that are easily

11-,35&5 |




identifiable. These are as follows: |
(1) " Lower or entry level positions are generally filled by employees
with minimum high school education and, in the case of many jobs

(e.g. engineers, accountants, etc.), with college degrees.

(2) rositions requiring advanced, specialized knowledge of a

particular field or fields are vresently filled by a relatively

low nuﬁber of persons with education beyond the college

graduate level, and with a considarable nuhbér of employees wjth

Hiigh school or colleae degrees plus considerable additional

training Gnformal or formal, but no£ necessarily degree ok}ented).
The skill training levels of employees within this grouping are as equally
diverse as are the levels of their educational achievemept. Within this
broad grouping therg is, necessarily, a higher level of skill training
than in some of the other groupings. These occupations generally represent
the administrative and managerial "core" of the State's local governments,
as well as the professional practitioners upon which most governmental

functions and services are built. _Thhs, the levels of skill training

represented by the various employees within this group are of a
relatively ﬁigh (or sophisticated) degree. The specific tvpes and nature
of skill training éurrent]y present in (and being acquired by) these
various core category occupatons includes: _
: - specific job-related training in the practical application
- bf new and/or improved techniques and practices of work performance.

( - management and/or supervisory skill training.

&
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. = training in the area of comprehensive planning, designed

to improve capacity for coping with governmental problems.
. human relations training aimed at improving motivational and human

resource management skills.
The range énd extent of skill training within this group's core category
occupations varies with the type and level of occupation. HMost entry level
professional jobs entail post-employment skill training of some hature,
usually in the specific methods ind techniﬁues of work performance (e.g.
SLED training for police officersJetc.). This training may be presented
informally in an on-the-job setting (and frequently is), or it may be
gained through p;rticipation in formal training programs presented by the
employing jurisdiction, the University System, TEC, or other external
agency. Advanced level professional, managerial and administrative
employees are generally subject to a range of skill training (as described
above}, but the primary focus remains within the area of gpecia]ization.
Hence, financg directors are exposed to methods and principles of governmental
finance, City Managers are trained in effective labor relations, etc. Most
of these advanced skill training efforts are, at present, external in that
they are being presented by agencies and.organizations outside of the
gmp]oying jurisdictions. Also, it should be noted that these types of

employees necessarily bring to the job.some levels of skill training within

their professional fields, and the skill training subsequently received

is generally aimed at refining and expanding previously acquired skills. <

Experience Levels

An assessment of relative experience levels within local government community

development occupations can also be made as a result of this project's interview

and survey returns. Again, this assessment can be made on the basis of occupational
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groupings (as they relate to the pre-defined areas of community responsibility).

( Specifically, the relative levels of experience for incumbents of core category

occupations are as follows:

A & B, Unskilled, Semi-Skilled and Skj11ed Labor- Turnover or attrition

rates are abnormally high in the jobs normally filled by unskilled (and
poorly educated) laborers (e.g. sanitation workers, utility crewmen, street
; . laborers, etc.). Hence, the relative levels 6f job-related work experience
are generally low, especially when measured in terms of length of service.

This doesn't seem to be overly problematic, however, for the levels of

experience requireq to insure acceptable work performance are also low
within these job categories. Semi-Skilled and Skilled Labor occupations
(e.g. automotive and construction equipment operator, mechanics, carpenters,
brick masons, concrete finishers, maintenance mechanics, custodial workers,
etc.) tend to experience relatively lower rates of employee turnover. Within
these areas the levels of job-related experiencé are comparatively higher
than those for unskilled laborers. Reportedly, the majority of these types
of employees bring some relevant experience to the job, and, through

' 'continged service, gain additional work experience. Within these jobs
the pr%mary drawback to the provision of adequately trained and educated
employees (with appropriate levels of experience) seems to be low pay.
Hence, the attraction of properly qualified personnel (from the standpoint
of training and experience) is impaired.

C. Clerical, Sub-Administrative, and Other Supportive Occupations- Within

these core category occupations there is a hfgh degree of employment stability

ﬂ X The problem of employee turnover is not a major concern, and employzes

-
« {..
)
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included within this grouping are, therefore, generally possessive of a

and thus a comparatively high level of job-related experience among incumbents. .




of a reasonably high level of work experience in their respective occupational
fields.

D. Technical and Related 0ccuv'f10ns- Eiployee experience levels within this

group are, again, influenced by levels of pay. This is a scmewhat mobile
grouping of occupational specialties, and it is presently difficult for

many units of South Carolina's tecal quvernnents to attract and retain

fully qualified workers. A groat number i chese Jobs (perhaps the mdgov1tv‘
are filled by persons who have “.orked their way up through the ranks"
Resultantly, levels of experience are relatively high in many of these cofe

occupations, but it is a type of axperienco Lhat May or may not qualijfy

workers for the jobs that they are currently filling. T e

E. Professicnal, Adainistrative, Manasapial and Ralated Occupations- Experience - -

levels for core area occupations within this important grouping are, of
necessity, low for entry level Jobs, and 1nc:9as1ng]y h1gher for advanced o
professional, middle management and higher level administrative jobs. This
survey of local governments has generally reflected an adequate level of
occupat1ona11y related exper1ence within this area, ‘although many of the
] incumbents herein are, again, products of a "coming up through the ranks"
process. ;'J =
A valid experience assessment is a complex undertaking, for it is difficult
to define and place a value on a "unit' of experience. However, this study has
revealed certain facts (as presented above) about the relative levels of experience
within core-area occupat1ons, ‘and it is the Contractors. opinion that these are
basically valid and applicable within the framevwork of this study effort.
An expansive study of education, training and experience levels of local
government employees would, no doubt, reveal a great deal more sbecific, factual
data in these areas. However, cuch an effort would, in itself, be an undertaking

of major proportions and would be outside the scope of this particular project.
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SKILL COHPOHENTS OF CORE CATEGORY 6CCUPATIONS

A11 of the core occupations of local government require some degree of
job-related skill of their incumbents. Although the exact nature and degree
of skills required vary considerably from occupation to occupation; there are
certain identifiable skill components common within the various generic groupings
of governimzntal occupations. Because many of these skills are critical to the
community development efforts of local governmenﬁs, they are those upon which

efforts to improve the quality of the public service must center. Hence, it

is necessary within this study to identify and analyze these common skill

componants.

The common skill components of core category occupations are those skills

. that are basic to several allied or similar areas of functional operations, and

that are gggggg_gx_or common to all employees vwhose jobs are related to these
functioha] operations. The skill components for South Carolina's local governmental
occupations, which havg'beep generally identified during the course of this study,

are as follows:

A. Unskilled and Semi-Skilled Laboring Occupations require common skills in:
--manual dexterity

--the use and/or operation of .basic hand tools and simple mechanical

equipment

B. Skilled Laboring Occupations (including the mechanical trades)

require common skills in: : :
~--manual dexterity

--use and/or Operation Of cbmpiex tools and mechanical and
- “automotive equipment

- --basic (or first line) supervision

11-0454)

- i T e U




~--the comprehension and transmittal of work orders, instructions,

and/or blue prints,

’v"ubm

C. Clerical and Related Occunations require common skills in:

--the opcration of office equipment (e.g. typewriter, copier, etc.)

--basic written and oral comunications

--the 2oplication of general clerical nrocedures and practices
(e.g. filing, taking dictation, proof~}eading, etc.)

~--the application of basic principles of mathematics, english, and

related subjects

D. Technical and Related Occupations require common skills in:

-~the app]icafion of a body of specialized, technical knowledce
--written and oral communications

-~-the operation of comﬁ]ex technical and/or mechanica} equipment
--quantitative and abstract reasoning

E. Professional, Administrative, Managerial and Related Occupations

(NOTE: This is such a broad and diverse category that it must be
further broken down for purpbses of skills specification.) |
1. Professional Occupations (entry level) require common skills in:
--the application of a body of specialized, professionally related
knowledge
--quantitative, qualitative and abstract reasoning -
--written and oral communications
--contact with the public
--building and maintaining cooperative working relationshins

2. Supervisory and Middle Management Occuoations require commen skills in:

" --the apnlication of a body of snecialized mechanical, technical or
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professionally related knowledge .
the supervision and motivation of'subordinatgs
work planning and scheduling

written and oral communicatidns

qualitative, quantitatfva end abstract reasoning

contacts with the public

3.Administrative and Top Level Management Occupations

require cormon skills in:

-

Needless to say, these listings of skills common to the various types of local

government community development occupations are not exhaustive. However, they

do include the

groupings. And these are the ones upon which training efforts should first

the application of a body of specialized, professiona]]y
related knowledge

prograim élanning and execution

the delegation of authority

the supervision and motivation of subordinates
qualitative, quantitative and abstract reasoning
written and oral comnunications

building and- maintaining effective working relationships

skills most basic and necessary to .the respective occupational

focus if the overall quality of local government is to be improved.

" B




rﬁ“____—“W

Attitudinal and Motivational Factors

EmpTovee attitudes and motivational factors within the local public service

s
i Y
1
g

are not unlike those found in any employment situation, public or private.
Hithin any organizgd enterprise there is a great body of interaéfing and

. interrelatad psycho]oéica], economic and social factors that affect employee
attitudes and beliefs, that have positive and/cr negative motivational influences,
and that ultimately determine the level(s) of employee movzle and job satisfaction.

These factors are difficult to accurately analyze--since man is an emotional being--

but an understanding of and sensitivity to their basic importance is vital if an
organization is to be optimumly effective in the proddctive utilization of its
total resources.

Rates of financial compensation for services rendered are, to be sure,’ '
important determinants in. the levels of employee satisfaction. However, research
studies time and again have shown that in public service and industrial environments
in the United States pay usually ranks second or third, and some times lower, on
a scale of morale factors. :Ahead of it--the order depending on the specific
activities and the paréicu]ar conditions in the work place, in the'occupation,
in the hierarchy, and so on--are such factors as credit and recognition, challenging

" work, a conéenia] work group, freedom for decision making, security of tenure,
fair and equal opportunity for advancement and the quality of supervision. ‘Thus,
an accurate assessment of employee attitudes and motivation must encompass an

evaluation of all of the personnel management practices of the organization

being studied, not just those in the areas of pay and_ffinge benefits.

As previously pointed out in memorandum Number one (1) of this project,

attitudinal and~motivationa1 factors affecting employees within the core category

occupations of local government are similar to those of the public service as

a whole. They have been characterized by a number of factors of a negative nature

Q Ilfgzg
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These include:

; 1. The belief that a public service-career is “se;ond'rate".

2. The feeling of being underpaid and, thus, negatively motivated.

3. An overt sense of job security. .

4. The absence of true gonal-oriented work, which provides positive

! : | incentives and work attitudes. |

These factors may or may not be based on fact. However, they are in evidence

'in society. For example, most every public employee has at one time or another

been asked “itheit are you.going to quit the city (county, state, or whatever) and
get yourself a job?" (From Public Personnel Review; April 1968.). Similarly,
nearly every reputable survey of wages and fringe benefits in selected local
governments reveals a disparity in the ratgs of public and priva;e pay.

As the challenges faciné the public serviée have expanded and the quality of
the service and its employment benefits materially improved, these factors

have begun undergoing a marked change. However, there are still many stigmas

attached to a career in government (particularly at the local level), and.these
must eventually be overcome if the public service is to enjoy the status with
private industry and commerce that it now deserves. In short, both the attitude
of the public worker and the attitude toward him must be significantly changed
if the employment situation is to be imnroved at the local government level.

In South Carolina the problems and cha]ienges posed by employee attitudes
aﬁd morale and the motivational considerations associated therewith are
basically the same as those faced by all organizations. Employee attitudes within
the core catagory community development occupations seem to center around the

5 (' universal prerequisites for positive motivation and, subsequently, maximum

productivity, These pre-requisites are a sense of security, a sense of success
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(achievement and recognition, financial and otherwise), and a sense of belonging.
The current emp]oyment.situation within the State's local goernments is, as
observed by the Contra££or, such that all of these prerequisites are not being
fully recognized and provided for in the existing programs of personnel
administration and managerent. Resultantly, the attitudes and morale of local
public employees are not generally as conducive to the provision of quality service
as they otherwise might be,

Specific necded improvements include the development of a realistic,

competitive pay and fringe benefit structure, the provision of material

~incentives for exceptional performance, the improvement of rapport between

Tocal government and the citizens it serves, and the more efficient organization
and direction (supervision) of governmenta]_programs toward realistic, worthy
objectives (e.g. solution of problems associated with population concentration
such as poverty, environmental pollution, léw and order, education, etc.), |

Training Readiness of Local Governmental Em>lovees

An assessment of the degree of training readiness of the various types of local
government. employees is of primary importance to this study effort. This is true
because these "training readiness" levels will do much to determine the nature
and scope o% needed training efforts and the methods and levels of delivery.
However, this is an area that can be more anpropriately treated in a subsequent
section of. this~fepdrt. The'reader is, therefore, referred te Section III of this
memorandum, wherein is presented an analysis of the levels of training rezdiness

of present employees within the core-category occupations of South Carolina's

local governments.
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CAREER LADDERS IN THE SOUTH CAROLINA LOCAL PUBLIC SERVICE!

Humerous natinna] studies have substantially documented the fact that
the quality of the public service is most often higher in those jurisdictions
with "caresr-oriented" personnel programs. Where there exists reasonable
opportcnities for advancerment, employees are more achieveinent or goal oriented,
and their subsequent work performances are of a level generally superior to
those of their less fortunate counterparts. For this reason the identification
and provision of appropriate career ladders within the.local pub]ic service are
of no 1ittle significance. |

Hithin the State of South Céro]ina the identification of career ladders for
all of the core conmunity development occupations would, underétandab]y, be a
task of monumental proportions. It would, in fact, require a level of effort
that transcends the 1imits of this study effort. However, within the scope.and
Timits of this project it ig possible to identify and describe selected (generally
applicable) career ladders for the State's ioca] governmenta1 occupations_and to
offer appropriate observations thereon. |

A "career ladder" is, in effect, a promotional path for employees within
a particular occupational field. 1I% describes the level of entry into the |
the public service (within the field of specialty) and the increasingly responsible
@nd rewarding) positions to which the employee can aspire. Truly comprehensive
‘career ladders identify not only vertical paths of'career movement, but also
the possibilities of horizontal movements within the tofa] spectrum of the
Jurisdiction's career service. It might therefore be stated that a career
Tadder is both a blueprint for career advancement and an effective tool for

preparing (within house) to fill vacancies and meet expanded needs throughout

the organization.




Some of the basic, identifiable career ladders for selected core category

" occupations of South Carolina's local jurisdictions can be generally described

as follows:

A.' Career Field: Law Enforcement

Career progression (in ascending order):

Chief oﬁ Police
Asst. Chief of Police
|

) ‘ * Police Captain
Police Ct. | Detective Lt.
Po]ice'gazf_“-betective
Police %orpora]”/’

Police Private (patrolman)

B. Career Field: Clerical and Secretarial

Career progression (in ascending order) :

Administra%ive Assistant (Aide)

|
: Administrative Secretary
|

, Clerical Supv. Secretary Sr. Clerk-Typist
% B l Stenobrapher
Sr. Clerk | Clerk-Typist
C]eik | -

NOTE: Charted lines indicate general paths of possible career movement,

L b iy e 87 e L A g e e
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Career Field: Municipal (Public) Administration

{" Career progression (in ascending order):
' ,/' City‘Manager
. Asst. City Manager

Clerk-Treasurer Finance Director Personnel
Director

Adininistrative Assistant . Accountant
Auditor

Accnt. Clerk Perscanne? Clerk

D. Career Field: .Sanitation Services

Career progression (in ascending order):
Director of Sanitation (Supt.)

l .
Asst. Director of Sanitation (Asst. Supt.)

Labor Foreman (Crew Chief)

Truck Driver

Laborer

E. Career Field: Utilities (ilater Dept.)

Career progression (in ascending order):

i Director of Utilities (Supt.)
‘ - | N

i Asst. Director of Utilities

; ' . Chemist

% | Construction Supt. Water Plant Supervisor Lab! Technician
| Labor Foreman Water Plant Operator

E: {T\; GrounJLman (laborer). Water-Plant Operator Trainee

e

: .




-

|
|
!

’

F. Career Field: Public Works

Career progression (in ascending order):
Public Works Director

Asst. Public Works Director

]
Public Works Foreman

‘%%\“ Construction Equipment
Labor Foreman (1laderman) Operator '

Skilled Laborer | Truck Driver

—

Laborer

These examples-.of typical career ladders that exist (or should exist) within
South Carolina's local jurisdictions serve to illustrate the potential for
advancement o7 certain pub]ik employees. It must be indicated, however, that
movement up these career ladders is.(or should be) governed to a great.extent
by employee attitudes and achievements and by relative levels of education,
training and experience. It is, therefore,_doubtfu] that a conmon laborer would
ever achieve the top of the career ladder in the public works area--that being
the position of Public Works Director. It would not (and should ﬁot) te
impossible for this to occur-- but it is highly unlikely unless the employee is
sufficiently motivated to further his formal education and training through
additional scho&]ing and other forms of external training.

Significant- to the "career ladder" concept is the factor c¢f in-service
training. As indicated in the previous paragraph, cmployees may (or should be

able to) advance up the ladder only after they demonstrate their qualifications for
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the higher level job. This frequently requires the acauiring of job-related

skills, abilities and know]edge that can be most effectively achicved through

a sound progrum of in-service training.

CURRENT POLLICIES AiD pACTICES: Administrétive, Manacerial and Leaal

Also important to this study effort are the jdentification and evaluation
of current management, legal and administrative poiicies and practices in South
Carolina local governnent relative to communiiy developent manpover. These
policies and constraints are significant to the degreé that they govern the practices
of personnel administration at the local level, and, therefore, must be taken into
consideration in any evaluation and aftempted improvement of the local public service.

In government service, personnel administration operates in a milieu with
numerous dizensions. Because it is the public service, an extraordinary interest
is taken by the employer-- the public-- in how government employees are hired, used,
disciplined and rewardgd. This is true of the situation in South Caroling's
1ocaT governments, and it is manifested in the fact that numerous political and
administrative actions have been taken to regulate manpower and staffing
practices.

Within South Caro]iné there currently exist a number of readily identifiable
legal regu]ationé and restrictions relating to community development manpower. These
include, but are not limited to, the following: ' |

A. M%nimum educational standards for law enforcement officers,

designed to gencrally up-grade the level of the State's police officers,
sheriffs® deputies, etc.

Regulations of the United States Department of Health, Education and
Welfare and of the State of South Carolina governing enployment practices,
. employee qualifications and certification, compensation, etc., of local
employees in:

on
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- County Health Departments
- School Systems '
- County Family and Children Service (Melfare) Departments
C. State licensure requirements for technicians and operators
in the water and waste treatment fields, designed to elevate the
caliber and quaiification of employees and, hence, the level of
service within these fields. -
D. Previsions of the State Constitution (relating to municipé]ities)
that set forth gualifications for City iianagers and provide for such
other offices as City Clerks, City Attorneys and City Recorders.
The major thrust of these regulatory efforts has, obviously, been to bring about
an upgrading of manpover in various areas of local governmental functioning.
These efforts are good. Reasonable legal ccntrol over. the type(s) of workers
entrusted with the transaction of public business and the provision of vital public
services is highly desi;ab]e-—if the regulations are realistic. It is the opinion |
of the Contractor that the current regulatory acts in evidence in the State of South
Carolina are generally realistic and beneficja], and that cont{nued efforts along
these lines are in.order. .
One of the areas within which there exists a problematic void is that of the
framework of personnel-administration at the local government ‘level. This study
has revealed that very few of the State's local jurisdictions (only the very
largest and/or most progressive) presently operate with a program of personnel
administration founded in the "merit" or civil service concept. There is a
resulting lack of uniformity within the employment practices, wage and salary
levels, promotional and training policies and other allied areas of personnel
administration among the State;s local jurisdictions: Management and
administrative practices, as they relate to local manpower, are therefore extrenely
diverse, and the quality of these practices ranges from good to very poor (with the
majority appare?tly centered in the "somewhat less than desirable" category).

Recognition of the vaiue of a well organized, functional system of personnel

administration is a must for all public jurisdictibns, no matter how small, if
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human resources are to be most effectively utilized. Hence, it is recommended
that efforts be made (through enactment of State regulations or by other
appropriate means) to unify and standardize local governments' philosophy

of and approach to public personnel administration.




EMPLOYEE TRAINING NEEDS-- ANALYSIS AND RECOMMENDATIONS

PART TWO: TRAINING NEEDS

(Section III - Local Government Manpower Survey)




IN-SERVICE TRALNING MEEDS IN SQUTH CAROLINA'S LOCAL GOVERNMENT
b .
The subject of manpower training in South Carolina's local govgrnments
is one of major significancz, for it is one that represents major potential
eifects upon fha levels and quality of services rendered thereby. Moreover,

it is a subject that has achieved the growing recongition of officials at

L both State and jocal levels. -The South Carolina Local Government Study

[H.U.D. project iiR. S.C. P-30 (G)], completed in 1969, included the following

passages:
"One of the most frequent and critical areas of need cited by local
government in Scuth Carolina was that of manpower training. Such training
was found to be either inadeguate or altogather non-existent, deoending on
the type of manpower. It was pointed out again and again that manpower
training should be provicded not only for all governuient emplovees, but for all
elected or appointed officials as well. Moreover, South Carolina's deficiencies
in manpover training were emphasized only too well when references were rade
to the training programs of neighboring states--notably North Carolina."
Further evidence of this increased awareness of and sensitivity to
the need for move and better local government manpower training is present
at the State level, where significant Sfate and Federal resources are now
being channeled irto this area (e.g. this project, [Ho. S.C. P-41 (G)], ETV'S
training-oriented programming, etc.).

The reasoning béhind this increased emphasis is sound. Local governmental

executives and emplovees administer programs of great social, physical and
econoniic signififance. Effective program administration requires that
executives and cmp]oyeeé always be well equipped to carry out their

v responsibilities. And a well equipped work force is best insured by selected
training and cducation, breadth of experience and assignment, and participation

| § in self deve]ophent activities.
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The Problem: What Training is Needed?

South Carolina's local governments are, as elsewhere, faced with a
constant series of challenges--the meeting of normal operating requirements,
the impending expansions of on-going programs, the institution of new programs
to meet growing public demands for services. To meet these challenges with any
degree of success reouires the effective utilization of a most significant
resource-~-wznpower. And effective utilization of mznpower irmplies, if not
requires, that employees be properly trained to do their jobs. Thus, there

js a need to train those persons now joining the local government work force

and a need to continually refine the training of existing local government
employees (and retrain as necessary).

A major component of this study has invelved the investigation of local
government training needs, as they relate to community development manpower
in South.Carolina. It is the purpose here to reflect the results of this
intensive investigation and to present a recommended program for the provision
of the manpower training found to be most critically needed by the State's
local public employees. |
) In un@ertaging the identification and aralysis of these manpower training

needs, it was both necessary and desivable to first examine the resuits of

previous efforts within this area. One such effort was the aforementiored

South Carojina Local Government Studv, which devoted a significant portion of

its contents to manpower training needs and probiems. In its concluding remarxs

the Local fBovernment Study pointed out that----- "Local government in South
Carolina wants manpower training for all governménta] persbnne]. Such tkaining
should encompass the basic and specific aspects as well as the advanced and
general aspects of ioéal government operation." These conclusions vere
apparently based upon the étudy‘s findings relative to local governmental

training needs, which are partially reflected in the following table.
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TABLE III-I

Manpower Training Meeds of ‘Local Governments

NOTE: One section of the detailed questionnaire used to gather information
for the Local Gov't. Study gave local jurisdictions the opportunity
to indicate what specific training programs should be provided. This
table reflects tha overall response to this question.

Training Proara:n % of Governments Requesting Programs
Police and Fire Administration 52%
Planning 33%
Management 28%
Public Finance 27%
Traffic and Highway Engineering 25%
Housing 23%
Urban Renewal Administration ’ ' 22%
Code Administration _ 18%
Personnel Management 17%
Utilities Management . . 17%
Data Processing ‘ 15%
Environmental Health 14%
‘Social Services : 8%
Other 8%

Additional efforts at the State level have provided further insiaht into
this critical area. The staffs of various State agencies and departments have
devoted considerable time and attention to the problems of training local
officials and employees, and the knowledge and experience gained thereby is
of significant value. For example, the State Law Enforcement Division has
done much work in the area of evaluating law enforcement training needs (and
moving to meet them). Similarly, the State's Technical Education Centers have
worked closely with government and industry in an attempt to provide those
educational and training services mogt needed by the society they were created
to serve. |

In attempting to successfully accomplish the objectives of project No.
S.C. P-41 (d) the Contractor has, within the Timits of propriety, studied these
and other related efforts. Thus, it has not been necessary to start with a
zero base, but was possible to approach this study with a reasonably broad’

III—3€>€)




Gy, 2

background of relevant knowledge and feeling for the subject.

Training Heeds Identification and Evaluation: Methcdoloay and Anproach

In planning this project considerab]e attention was devoted to the
develcprent of appropriate methodology for identifying and analyzing current
and future manpower training needs. It was initially concluded that local
governa»nts themselves were a valuable and vital source of information and
opinion, but that they were not, in themselves, totally capable of analyzing
and evaluating their own needs. Thus, it was decided that their responses
vould have to be carefu]]y evaluated, and then tempered by the external
application of appropriate professional knowledge and expertise.

The methodology and approach used herein reflects a blending of the thoughts
and feelings of all concerned parties---local officials, State staff specialists,
and the Contractor. This component was treated as an integral part of the
overall study effort, and its accomplishment has been achieved in concert with
the total project. Specifically, this component has entailed the following
activities

1. Surveys of the findings and results of previous and concurrent efforts
by other agencies and organizations, and the evaluation of these
efforts' value to this project.

2. Detailed discussions on local governsment training needs with local
administrators, accomplished during the 28 intensive, on-site
interviews dcscr1bed in Section I of this meorandim

3. Interviews and discussions with staff spec1a]1sts of the State Planning
and Grants Division, other State agencies, and various associations and
institutions.

4. Mail survey of 200 + units of South Carolina local government (as

described in Section I), wherein specific information and opinions
relative to local manpower training nceds were solicited

~
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Data resulting from these efforts was statistically treated and critically
analyzed. Much of the initially gathered data was used to chart the
direction of further study efforts, and to doéument the validity of this and
other similar projects. For example, the significance of the findings of the

Local _Governrant Studv and the intensive, on-site interviews of this study

were mutually enhanced by their relatively high degree of correlation (See
Table III-I and Appendix B).

Within the sccpe of this training needs identification effort numerous facets
of the local governmental situation were examined. The Contractor was interasted
not only in the respective jufisdictions' evaluations of their own training
needs, but also in such other related factors as areas of greatest employee
turnover, areas of greatest increase in numbers of workers (actual and
anticipated), and those local governmental jbbs that have proven hardest to
fill. A11 of this quantitative data was -considered relevant to tﬁe accurate
and thorough analysis of the State's local manpoweir training needs,and it has
proved valuable in shaping the rccommended training efforts that are the
end-products of this study. |

Training Needed by Employees

E This survey effort attempted to identify both those core category
occupations vhose incumbents are in need of training and the type(s) of

training that they need. Results of this survey effort are generally as follows:

TYPE OF JOB: TYPE OF TRAINING HEEDED*

Police Officers & - New job-skill; public contact;
Deputy Sheriffs educational up-grading
Supervisory-level Police Officers Supervisory skills; public centact
City Managers | ' , Supervisory skills; executive and

mgt. development; public contact

Mavors & Councilmen (Elected Public contact; educational upgrading
0fficials) '

* As described the Manpower Plannine Guidebook (Appendix C)

' (&)
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City (County) Clerk-Treasurer New job-skill; supervisory skills;
executive and mgt. development;

( educational upgrading
Clerk-Typists & Stenographers Public contact; new job-skill
Recreation Leaders Public contact
Parks and Recreation Directois | Public contacts: supervisory skills
Zoning Administrators Executive and mgt. development; public
contact.
Sanitation Yorkers New job-skill; educational up-grading
Building Inspectors P.hlic contact; job-skill '
Public Horks Directors Supervisory skills; public contact
Water and Waste later Treatment : New job-skills; educational upgrading;
Plant Operators supervisory skills
NOTE: These responses were further refined in the survey by questions which
required respondents to 1ist and explain their jurisdictions' two (2)
“areas of greatest training needs. Results of these responses are as
follows:
g (Presented in decending order or reported need)
§ TYPES OF EMPLOYEE ‘ - NEEDED TRAINING
| Police Basic law enforcement; human relations;
; advanced police science; supervisory
; skills
g Elected Officials (i.e. Mayors, Administrative mgt; public relations;
; Councilmen, etc.) supervisory skills
; Equipment Operators (Public Horks Basic operational and mechanical skills;
: and Sanitation) safety.
f Water and Waste Mater Plant Basic technical and operational skills
: Operators
; Bui]ding and llousing Inspectors Inspectional skills training; public
{ relations
‘ § Recrecation Administrators ‘ Administrative mgt; public relations
S )
6L
(%)
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Findings, Conclusions and Recommendations

<>

4
&

] The conduct of this study has, obvious]y; resulted in the development of
a Qreat volume of data (which is avai]ab]e.for review). It has been interesting,
indeed, to explore the thoughts and feelings of local administrators relative to
their jurisdictions' manpbwer training needs, but it has also been necessary to refin:
these into meaningful and useful findings and conclusions. Understandably,
Tocal public officials are most concerned with what are (or appear to be) their

own jurisdiction's most critical problems, and too often they fail to grasp what

must be considered the "big picture". Hence, the findings, conclusions and

recommendations presented herein are not just a tabulation of their responses to
a scrics of training needs questions. They éepresent, additionally, the.best
thinking of the Contractor (and numerous other authorities) as to what the
manpovier training needs of local governmént in South Carolina really are and how
they can bést be met. —

There is an identifiable hierarchy of training needs existent within South
Carolina's local governments. That is, there are needs of the first, second and
third order (and so on down the line), which must provide the basis for attacking
the problems associated with inadequately trained and/or educated public
emp]oyee;.' This study has revealed a general awareness on the part of local
officials and administrators of the need for in-service training, but it has
also pointed up their failure to thoroughly analyze and properly order all

facets of the problem. Therefore, it is now important to properly identify and

define the total training needs of the State's local governments, to order these
nceds (for purposes of program formulation) according to their determined
priorities, and then to communicate these findings to those indivuduals, agencies

i and institutions that are best suited to meet them.
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Orders of Training Meeds

In prescribing the orders of training needs found to exist in local
government a number of factors had to be taken into consideration. These
included, but were not limited to, the following:

--Local governzents nead help now in a number of operaticnal aress,
some of which they are aware of and scime of which ihey are not.

--Koney for the provision of training to local guvernmental eiployees is
extrerely limited within the jurisdiction themcelves. .

--High visability programs are needed initially i® local administraiors
and the general public are to be completely solc on the value of
manposer training at the local government level.

--Training efforts, to be optimumly effective, wmust be aimed at the
solution of present problems and those to be encountered by local
governrients in the forseeable future.

--Reconmended training must be “"deliverable" in such a way as to be
acceptable and practical from the viewpoint of the local public
administrator if it is to have maximum utility.

In view of these (and related) factors, and the results of the previoué]y described
survey, the following orders of training needs have been identified by the
Contractor. They cover a range of functional and operational areas, involve

many different types of cmployees, and represent what the Contractor considers

to be a practical and pragmatic approach to the meeting of in-service training
needs within South Carolina's core category community development occupations.

I. First Order Training Needs may best be defined as those needs, cormon to the

majority of the State's local governments, that, when met, wili provide optirium
benefits to officials, employees and the public in the arcas of increased
_govcrnmenta] econoiy and efficiency and/or improved and expanded services.
These first order nceds wi]]gnot deal exclusively with basic operational and
functional activities. Rather, they will a]so'be centered in those areas of
governiment that are primarily concerned with the planning, executicn and direction
of all governmental services and programs.

The first order training needs which have been identified (by the Contractor) _

l-1
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for South Carolina's local governments are as follows: (detailed training

specitications for the meeting of these needs are included in Appendix D
of this memorandum.)

A. General Governmental Orientation for Elected Public Officials (executive and

legisTative)- ifayors, .idzrian, Commissioners, and Councilimen are elected Dy
 the public. Almost vi thout except1on these persons are public spirited,

dedicated lay=en, wno initially (and ofter later) know 1ittle te nothing
about the mechanics and philosophies of local government. These are the
officials who, by their legislative and executive actions, plot the present
and futwre direction of local governments, and their understanding of and
sensitivity to the purposes and processes of government are of vital importance

to the continued progress of the State.

B. Manpower Planning for Local Administrators- If local governments are to meet
the challenges posed by a state of constantly increasing urbanization they
must be in a p051t1on to effectively employ all available resources.

Manpower is, without doubt, one of their most important resources, and it

is one that can best be uti]ized through a sound and systematic program of

ma npower planning. To meet the manpower needs of the future, and, indeed,

to be in a position to effectively determine what these needs are (and

will be) is a must for local governments. Hence, a practical introduction to
the theory and concepts of manpower p]ann1ng is now a significant need of local
administrators.

C. Training for Training Officers- South Carolina’ Tocal government has many more
training officers than are obvious at first sight. Although few cities
and counties have individuals who have overall responsibility for training,
many now have employees within specific departments who are responsible for
some training efforts (e.g. Police and Fire Departments). Further, there
is a pressing need for more qualified persons to plan, administer and coordinate
the training efforts (present and future) of local jurisdictions. However,
the techno1ogy of training is rapidly changing. The literature is full of
new tools in programnied learning, computer teaching, and visual devices which
all help to present information and to produce and/or improve skilis much
more qu1ck1/ than lectures and black boards. MNot only are most of the
State's local trainers unprepared to use the new methods and materials,
for the most part they do not even know of their existence. Hence,
training for trainers is a primary need at this time.

D. Administrative Management Trainina- The overall force and direction for
local governments, and their component parts, must come from the top--
the department head, the City Manager, the Mayor and Council, the County
Administrator or Suach1sor In order for ‘this direction to be effective
these peopie must be good managers. This requires a practical knowledge
of basic management principles methods and techniques and the ability to
apply them within the governmental (or departmental) setting. Training
within this area 1s, therefore, most important within the framework
of South Carolina's local government.
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Certification Training_for City Clerks- City Clerks in South Carolina are of
considerabie significance, due partially to the fact that there are so many
municipalities wherein they are wie ranking full--time administrative employee.
Yet they appear to be the empioyces fastast on the road to technical
obsolescence. City Clerks must not only know and understand the hasics of
governiantal budgating and finance, records management and control, and
numerous related areas of governmental operations, they must also be able

to acconplish their johs as efficiently and effectively as possible for the
overall 5asd of the dovernment. Training in this area is, thercfore, necessary
and imporiant. Ther2 has been soxe considzration given to tho establishment of
a certificated proaram of treining for City Clerks (in Georgia and other
states), which could possibly be sponsored by the Internationel Association of
City Clerks. Aa alternative to this could be the cstablishrent of such a program
would offer two (2) immediatelv identifiable advantages: (1) gcal-oriented
training could be plamed and delivered in such a way as to hava immediatz and
continuad mractical application, and (2) a professionally recognized goal (and
veward) will have veen created for those being trained.

Supervicorv Skills Trainina- In local governtent, as elsewhere, the degree of
success that the organization (agency, department. etc.) realizes in meeting
its objectives and fulfilling its functional commitments is critically.
dependent upon its first line supervisors. These are the expediters,

the people that are responsible for putting the organization's resources, human
and material, to work. To be optimumly effective these supervisors must be
properly trained to understand and apply the basic (and advanced) principles
of supervision. Two (2) separate but interrelated training efforts are herein
indicated for South Carolina's local goverament. These are:

1) Training in the basic principles and practices of supervision; and

2) Advanced supervisory training, designed to reinforce and expand
management skills.

Basic Law Enforcement 0fficer's Training- Law enforcement officers are probably
the rost visible acents or local governzent. They are also amcny the most
important, for upon them society depends vor protection of 1ife and property.
However, to be truly effective in their jobs they fust be proverly

trained. Presently in the State of South Carolina a barber or beautician,

to earn the right to practice his or her trzde, must take extensive training
and scrve an apprenticeship. On the other hand, a man need only walk into

the Chief's (or Sheriff's) office in most jurisdictions and (if he meets the
minimea State standards) he can shortly thereafter be wearing a gun and badge.
The State Law Enforcement Division is currently providing good training to the
State's local law enforcement officers, but it appears to have two (2)
shortcomings. These are (1) the fact that it can accomodate relatively
1imited nuzbers of trainees, and (2) the fact that it is primarily oriented
toward training the more experienced officer. :Basic recruit training is now
needed for all new local law enforcement officers.

Basic Fire Training- As with law enfercement officers, there is pressing

heed Tor basic recruit training for new fire protection eaployces.

Training for Codes Enforceirent Persomnel- The area of codes enforcement (c.g.
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building, housing, electrical, etc.) within local governments is one that
has and will continue to increasc in stature with the passage of time.
The urban environment can best be improved by careful and judicious
requlation of the quality and quantity of housing and other structures.
Hence, the importance cof the inspectional poersonnel cngaged in the
requlatory functicn carnot be over emphasized. These eiwplovees need

now to be better trained to handle all aspects of thier jobs--technical
ascistance, inspecticnal applications and public contact.

J. Besic Water and Maste Water Traatment Training- The South Carolina State
Cegisiatu e has rate ihe natter of training water and waste vater treatrent
plant opearators mandatory rather than just desirable. Accordingly, program
have beon established in cooperation with the Technical Education Centers
of the Stata to provide certification training for these employees. However,
there are drawbacks to this program. These include: -

1) the lack of basic training readiness of many cmnloyees
2) the lack of financial resources for the securin of this training
3) the investment of considerable time and effort %often away from the job)

This is both a desirable and necessary program. But there is now a need for
some basic "groundwork" training which could serve to prepare employees
(current and future) for more qualified entry into the formal TEC program and,
at the same time, make them more effective in their jobs.

K. Basic Public Contect Training- All governmental employees are public servants.
as such, their employer--the public--expects and demands courteous and
tactful service. There is, resultantly, an "across-the-board " need for
basic, practical training in effective puhlic contacts. :

This inventory of needed first order training is, needless to say, not
exhaustive. It %s, however, the considered opinion of the Contractor that it veflects
an-accurate assessment of mary of the State's most critical needs, and that it
offers a §ound foundation upon which to build a well-rounded local government
training program.

11. Second Order -Training teeds- Are, in their own right, as imporiant as are

the first order needs. However, they are herein relegated to secondary
signifcance, Ltecause their importance cannot be properly recognized nor
appreciated by local officials and administrators if many of the previously
identified first order needs are not initially met. Second order training needs

will generally include the more functionally and operationally oriented programs,
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as well as some advanced, specialized promotionally oriented training.
) Identifiable second order training needs in South Carolina's local governments

now include:

A. Adminictrative and Managerial

: Public Personnel Aduwinistration
- Municipz! Finance Administration
Planning, Programiing and Budgeting
; Comsauni ty and Human Relations
- i Comprehensive Community Planning

B. Job-Skill (Manual, Mechanical)

Construction Equipment Operation

Practical Engincering Technology (e.g. surveying, etc.)
Automotive Equipment Operation

Automotive and lleavy Equipment Mechanics

Clerical and Secretaria] Skills

C. Personal Inprovement

Bas1c Educational Upgrad1ng (e.g. reading, writing, mathematics, etc.)
Communications Skills ,

Career Planning

Personal Honey Management

D. Specialty Occupational Upgrading.

Advanced Police Science and Adm1n1strat1on
Advanced Fire Administration

Real Property Appraisal (methods and techniques)
Tax Assessment Administration

Utilities Administration

RECOi+ENDED EXTERHAL ACTIONS

In order to adequately satisfy the projected manpower requirements of local

governnents within the State of South Carolina actions,in addition to inservice

trainina, will necessarily be required. It has heen demonstrated that these manpower

requirenents are becoming very complex, and that employees with new and different

skills are bacoming more and more necessary. Therefore, steps must be taken to

locate {or develop) these types of peonle. and to attract them to and retain them
in the local public service. Suggested approaches to the accomplishment of this

critical objective would include:

I t-
)
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{” A. The development of pre-service training capabilities which would

. provide a "pipe line" to manpower sources already possessive of needed
knowledge, skills and abilities. These pre-service training programs
might include governmmental "overlay" courses (in technical-vocational
schaols and colleces and universities) and/or local government
“Snternship"” prograns. . ?

\
B. Increased utilization of cooperative arrangements for the sharing of
spocialized knowiedge and expertise. This could, and should, be
coordinated through the sub-State plennine and development districts,
and could provide for the optimum utilization of the talents of highly
qualified, "hard to come by" employees (e.g. professional planners,
enginecers, etc.).

C. The revamping of public personnel programs to make careers in local
governnents rore attractive. This would include development and
implementation of more realistic pay and benefit programs, identification
and developzent of career ladders, and the conduct of better organized
recruitment programs. .

D. The possible provision of "ear-marked" State aid to local governments
for the explicit purpose of personnel program improvements (e.g.
salary supplements, financing recrvitments efforts, financing retirements
and benefit programs, etc.). :

E. Increased mechanization and mebilization where appropriate. This
would require recognition of the fact that, for many jobs, machines are
more efficient (and often cheaper than men, It would also reauire the
accurate analysis of those areas where machines, rather than more
manpower, represent the most desirable (economic and otherwise)
solution to governmental problems.

CONCLUDING REMARKS

It would be érroneous to conciude that this project ic an end in itself.
The total manpower training needs of South Carolina's governments have not
been identified and evaluated--but the sufface has been scratched. Implementation
of this study's training recommendations will not cure all of the ills of an under
qualified work force--but a start will have been made. The magnitude of the

problem and the limitations of this project have been such that total treatment

and absolute resolution were impossible. However, through this project a

systematic and. practical effort has been initiated which should, if continued,
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ultimately result in the achievement of a most worthwhile goal--a properly
trained and professionally effective local governmental work force for the
State of South Carolina. |

This study's basic significance lies in the fact that it has fmmediate
application. The training needs it identifies are accurate, and the pr0poséd
training program it presents are practical. Additionally, it provides the
ground work for confinuing efforts in this vita}_bub]ic manpower area.

There are a number of additional observations that, in conclusien, shoulq be
made concerning this study. These observations concern the utility of s;udy
results, and include appropriate commentary on the implementation of study
recommzndations.

The first order training program recommendations presented in this study
have been prepared to provide traiﬁing coverage to a wide spectrum of local
employees. Some of the proposed programs attack the most basic training needs
found to exist within the State (i.e. Executive, Legislative and Administrative
deficiencies), while others are designed to provide practical, high visibility
training to rank and file employees. Though the scope of the total proposed
program is diversg, it is, in the Contracfor's opinion, the most realistic and
poféntia]]y effective approach. There is an initial need to promote a much
higher level of interest in and respect for the value of employces in-service
training within the State's local governments, and the initial provision

of a training package that has "something for everyone" should do much "toward

achievement of this goal.

In putting together the actual training courses (as detailed in the
training specifications) a great number of resources may be tapped. Considerable
efforts have been made by somzone in nearly every area of recommended training,

and the changes are excellent that materials and/or assistance are available

1o5hmy
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for use in developing -the trainin§ courses. The State University System,
International City Managers Association, American Management Association,

American Society for Training and Development, Institutes of Government--
Universities of North Carolina and Georgia, and numerous other organizations,
public and private, have the capabilities of assisting with this project.

Some will work free of charge, while others will sell their services. Whatever

the case, a word of caution is in order. The decision to use this type of
assistance (bought or provided gratis) should be preceded by a careful ana]ys%s and
evaluation of that which is to be provided. This analysis should result in '
the determination as to whether the assistance (e.g. packaged program, etc.) is

(1) that which is really needed, and (2) of satisfactory quality for employment

in the program. |

The Contractor also feels that, for this training effort to be effective

and cont%nuing, a central adminiétrator must be designated. Someone is, and will
continue to be, needed in the role of admjnistrator/coordinator'for-this potentially
_massive effort, and the absence of such an authority will probably endanger
the success of the effort. It is felt that the State Planning and Grants
Division would be an appropriate agency within which to house this-administrator,
but there are a number of other possibilities (e.g. the State Division of'
Personnel). However, regardless of the final choice, this is a recommendation

that should bg(inmediate]y implemented in the interest of program success.
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Appendix D




SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: General Governmental Orientation

Progran Scope and Objectives: This program is designed to introduce top-level
officials of local yovernrent to the nature and scope of municipal and county
government in the State of South Carolina. :

Recommended Training Form: Seminar or'workshop (3 days to one (1) week in duration)

Program Content: This program should be carefully designed and structured to
include practical coverage of at least the following subject areas:

A. The basic types of local governments in South Carolina
1. Municipalities
2. Counties
3. Special Service Districts

B. Constitutional and Statutory provisions relative to local governments

( an overview)
NOTE: Refer to attached materials (attachment #1)

C. Nature of local government problems and needs
NOTE: Refer to attached materials (attachment #2)

D. Sources of local governmental assistance in South Carolina
1. Federal
2. State (see attachment #3)
3. Sub-State Planning and Development Districts

E. Significance of local governmental Hanpower
" 1. Overview of current and projected manpower requirements
2. the personnel -administration program as a management tool
3. Identifying and evaluating in-service training needs (attachment #2)

F. The challenge of increased urbanization-what the future holds in store.




GENERAL GOVERKENTAL ORIENTATION

Program Level and Participation:

A. Who reeds this training?- A1l elected legislative and executive officials of
the State's 'local governmental units (i.e. Mayors, Aldermen, Commissioners,
Councilmen, Supervisors, etc.). In addition, could be of value to City Managers
and other top level administrative employees. . .

B. What is the relative level of training rcadiness of these officials and employees?-
Relative educational levels will be at or above the high school graduate level, |
tempered in most cases by varying degrees of business and/or professional

experience. Interests in subject areas should generally be high, and relative ‘
abilities to comprehend and learn are projected as being reasonably broad and

sophisticated .

C. What is the anticipated level of program participation?- There are currently
several hundred elected officials and top-laevel acministrators throughout the
State that are potential candidates for this type of training. Additionally,
the significant turnover in these offices (due to periodic elections) insures

a continuad demand which is, in effect, self prepetuating.

D. VWhat is the recommended level of program delivery?- Potential trainees

herein are relatively mobile. Also there are banefits and economies to be realized
from concentrated efforts in this area. It is therafore felt that the University
System and/or the State (through its sub-State planning and development districts)
is best qualified to put together and deliver this training package at their
centralized facilitie:.



SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: Manpower Planning for Local Administrators

Program Scope and Obiactives: This program is designed to gencrate an interest

in formal manpowzir pianning as an effective managewent tocl for public administrators.
It is also aimed at informing these administrators in the basic philosophies

and techniques of manpevier planning and in the practical application thereof

in the local government setting.

Recommended Training Form: Yorkshop (about one (1) wzek in duration), which
features comprehensive instruction.

Program Content: This program should be so structured as to impart, in practiéa]
and understandable forim, training in at least the follcwing subject areas:

A. Introduction to .the concept
1. what is manpoviar planning
2. how is it useful

B. Instituting a manpower planning program
1. planning the program (goals and objectives)
2. auditing manpower resources
3. use of a manpower balance sheet

C. Manpower forecasting
*1. identifying and analyzing short and long range manpower needs
2. techniques of accurate forecasting
3. practical application of forecasts in program planning

D. Implementing, coordinating and controlling the plan
1. the projected m=asuring table
2. prioricties for action
3. revising employment policies .
4. establishing timetables for acticn




MANPOYER PLANNING FOR LOCAL ADMINISTRATORS

Program Level and Participation:

A. Who needs this training?- A1l adainistrative, éxccutive, legislative and
top-Tevel mahagerial officials and employees in the State's local governmental
jurisdictions (down to and including the departient hecad level).

B. What is the relative level of training readiness of these officials and
employees?- Relative educational levels will be at or above the high school
graduate level (with many college trained parsonnel included). Governmental
program experience will be characteristic of many potential trainees, while
nearly. all will possess some degree .of business and/or professional experience.
Ability to comprehend and assimilate chis relatively complex training should
be reasonably good. 5

C.. What is the anticipated level of program participation?- There are currently
several hundred local governmental administrators, menagers and elected officials
in need of this training. Some basic selling of the program will probably be
required, but projected levels of participation are relatively high.

D. What is the recormended level of program delivery?- Potential trainees

herein are relatively mobile, but basic jop-related duties and responsibilities
may require them to remain close to their jurisdictions. Adaditionally,
jurisdictional ties will generally prohibit their cxtended sbsence from the

job. Most effective delivery may be accemplished through tihe sub-State planning.
and develooment districts and/or the technical education centers. However, this
training is sufficiently important to warrent delivery at the universities

"or other centeralized, State sponsored locations iT necessary.

-




 SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: Training for Training Officers

Program Scone and Objectives: This proaram is designed to better educate local
governmental employces who are responsible for training in the basic principles and
methods of effective employee training, and, in addition, to better prepare them .
to plan and budget for training programs within their areas of operation.

Recormzndad Training Format: Short Course; classroom instruction--one to two weeks

in duration. (Spiit sessions, if necessary)

Program Content: The recomnended curriculum content for this program includes

at least the following: .
A. Significance of -the in-seivice training program

B. Identifying and analyzing in-service training needs
1. the training nceds survey
2. determining training priorieties

C. Development and tonduct of the training program
1. preparing training outlines
2. putting together the course cirriculum
3. delivery systems
4, techniques of program evaluation

D. Survey of modern training sources and aides

E. Putting together the traihing budget
1. getting the most out of the training dollar
2. sources of training revenuz

F. Selling the training program to the superior




TRATRING FCR TRALILNG OFFICERS

Proaram lLevel and Particination:

A. \Who needs this trainine? - All emnloyees of local government thati are concerned
with the nlannina and exccution of in-service employee training.

B. Yhat is the relative level of traininn r2adiness of tne ¢ ennloyees? -
Generally, the training officer will bes one of the bett - trained and/or

educated cinnlovees in ih2 local vovnrn.en. setting. Hence, the pnotential trainee
will most likely bte cducated at least at the nidh sc 100] jevel, and, additionally,
will be re]a»1vcly well trained in a snecieity ar2a anc/or in the fundmentals

of training. The overall training reau1n~< within this area must therefore,

be considered qood.

C. 'nat is the anticinated leval of nrogrem participation? - This proaran
should have anpeal across the entire svectrusm of local dovernient. ELnnloyecs
resnonsible for specific departizntal trainina (e.q. nolice and fTire) and for
overall 3ur:sd.ct1on11 trainino proarans will be attracted to this training -
if a propar selling job is done. There are, n:otentially, soiz 3J to 109 local
employees who would zualify initially as notzntial trc1nees, and it is very
likely that a sicaivicant perceatese of thuse esplovees (perinans as high as
1905 ) will take adventage of this training.

D. Hhat is the recomzended level of program delivery? - due to the snecialized
pature of this training, centralized a°11very is indicated. Presentation could
be effectzd throuch clemants o7 the University 3/sthn, the State Fersonnel
Divisicn, the Technical Education Centers or other acorosriate State agency.

If this procram is made sufiiciently commrchensive to be of maximw benefit

it may require split sessions snd/or senaa] schieduling,

&S5




SPECIFICATION

(South Carclina Local Government Manpower Training)

Title of Course: Administrative Management Training .

Prograin Scona and Objoctives: This course is desianed for those top-lcvel local
governuental crficials, elective and appointive, whose work requires a gasheral
unders tanding and appreciation of the tosls and techniques of effective :
organizationai management,

Recommended Training Fori: Classroon Instruction/workshop (approximately Forty
(40) Tours in duration). ’

Program Content: Concepts of management should be prasented and discussed to
perni t each ¢arollee to broaden and rafine his persvactive as a manager.
Subject arezs tc be treated should, at least, include: .
A. Roles and functicns of the modern manaver
1. In general *
2. As they apply to the local public jurisdiction

B. Leadership styles from a behavioral point of view
C. Communications Skills
D. Goal setting and problem solving
1. Plotting tha Governmental course
2. Resolving pub’ic inter-governzantal conflicts
E. Management by Objectives o \
1. The "pregram” concent
2. Evaluation of programs and results
F. Hanagement infornration systams
1. lUnat they entajl’
2.” Their potential benefits

G. Management planning and decision meking techniques

H. What the future holds in store for the local governmental administrator




ADMINISTRATIVE NAHAGENEAT TRALIING

Program Level and Particination:

A. Yho needs this training? - A1l clected officials and ermloyees who are charged
with the manaccsent of nudlic functicns. This would include vavors, Councilien,
City Clerks, a1l deoartment and acency neads, assistants to dapartirent heads,

and various proaoram heoads.

B. What is the relative level of trainina readiness of these officials and emoloyces?-
This level will vary considerably for various tynes of notential trainees.

Basically, the cducational achieveaent ranresented herein should be at or above

the high school level. iHany of these eznlovees will have some collece trainina,
However, manager's over many line sunctions (marticularly in smaller jurisdictions)

have generally woried their way up throurh the ranks, and rany may be lacking in

some areas of forial =ducation, iori experience 17111 be fairly extensive viithin

this oroun of notential trainees. Cverall, the trainine readiness hercin should

prove to be good, with reasonable latitude for the application of diverse training
approaches and ti2thods.

C. 'hat is the anticipated level of proaran narticination? - The universe of |
potential trainzes is broad, prosadbly includine geveral mundred officials and |
ermployees across the Stete. Survey roturns indicate considerable intarest in this |
area, and anticipated narticipation is cood (in tevms of nuibers of troinees).

D. hat is the racomuended level of proavam celivery? - Effective delivery of this
tyne cf training rzauires that the trainers and the training rmaterials be top
quality. For umaxinum participation, nowaver, the training nust be delivered in
such a way as to minimally disrupt th> normal work patterns of the trainees.

It is therefore, felt that delivery throush the Tachnical Education Centers of

the -State would be ideal (niqnt scheduline of couises over an extended period of
time would be less effective, but accentable).




' SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: Certificated Training for City Clerks

Program Scone and Objactives: This program's primary objoctives are to up-

grade the knocwledge, skills and abilities of sunicipal clerks and to instill
within thein a higher sense of professionaliszm. The course will entail the
presentation of comprenensive training in all areas of the clerk's operations and
functioning, and will lead to certification as a registered municipal clerk

of the State of South Carolina.* :

Recommended Training Form: Combination--Instiuctional format, supplesented by
l progranmed inscructions, self-instructional matarials and ETV presentations
(should entail training over a period of several months)
Program Centent: This program must be cemprchensive in nature. It will include
training in all phases of the municipal clerk's job. An outline of those subject
topics that should be made a part of this course is included as attachment
#1 of this specification. :

* Arrangements should be made through the State (or the University Systein)
to provide for the granting of certificated status to applicants having successfully
completed this course.

{




CERTIFICATED TRAINING FOR CITY CLERKS

Program Leval and Participation:

A. Who needs this training? This training program will henefit every municipal
clerk (and city manager) in the State of South Carolina. Additionally,
employees aspiring to and/or being trained for clerks jobs will also be
benefitted by participation in this program.

B. What is the relative level of training readiness of thesc employses? -

It has been determined that municipal clerks in South Carolina possess a
reasonable degiree of training, education, and experience, and, thus, the
relative training readiness of these emnlovees is good. in addition, there
should be no attitudinzl nroblems within this group, and the keying of training
materials and presentations to the appropriate level should not be difficult.

C. What is the anticipated level of program participation?- There arc approximately
260 municipalitics within the State, with the majority of these employing city
clerks or clerk-treasurers. Assuming this program is properly publicized, the
majority of these employses should be attractzd thereto. .

D. What is the recommended level of program delivery?- This program will be
somevthat cemplex to prepare for delivery. It will require the development of a
centeralized program of instruction and a follow-up series of prograrmed
instructions, self-teaching materials and ETY proyramming. #obility within this
training group 45 not a significant nrablem, but the depth and scope of the
proposed program is such that this dual presentation approach is necessary.




II.

III.

ATTACHMENT HUMBER ONE (1)

PROPOSED TRAINING COURSE OUTLIKE

APPOTITHENT, QUALIFICATION AND TENURE:
DEPUTLES AiD ASSISTANTS

. . GEWERAL DUTIES
THE CITY CLERK'S OFFICE
. . OFFICE MATTERS
Full or Part Time
0ffice Hours

Office Equipment -
0ffice Supplies

coc>

. . SUGGESTIOIS Ot OFFICE MAMAGEMENT

Job Analysis

Flow of York

Design and lUse of Forms
Office Layout

Procedure Improvement
Hork Heasurement

L= mm

. . TELEPHONE COURTLSY

MEETINGS.OF THE GOVERMING BODY; RECORD, JOURHAL OR MIHUTE BOOK;
MOTIONS AiD RESOLUTIGHS

. . MEETINGS OF GOVERNING CODY

The City Clerk and Meetings of Governing Body .
Special Meetings (General Statutes)

Order of Business :

Preparing for leeting

oo

. . . RECORD, JOURNAL, OR MINUTE BOOK
Essential Entries
lethods of Taking Minutes
Contents of Minutes
Minutes Read and Approved
Form of Minutes

o mm

. . MOTIGNS AHD RESOLUTIONS

J. MHotion Discussed
K. Amendments.

. . A RESOLUTIOi ‘
L. Object of a Resolution to ﬁpfen to a Conmittee
;S
[ Wy




Iv.

VI,

VII.
VIII.

IX.

oOmMmMmouUowm>

CHARTER AiD ORDINANCES_J

. ORDIMAHCES AND RESOLUTIONS

Statutes Relating to Ordinances
Ordinance &nd Resolution Distinguished
Form of Ordinance

Adoption of Ordinances

Ordinance DBook

Indexing

Notations of Repeals and Amendments
Codification of Ordinances

——
—
.

. PERSGNMEL ADMINISTRATICN RECORDS

A. Contents of Records
B. Sick Leave

C. Vacations

D. Leaves of Abqence

FERSOINEL ADMINISTRATION - PAYROLL DEDUCTIOHS
. PAYROLL PREPARATIO

A. Federal Income Compansation Act.(Voluntary)

B. Fedaral Income Tax (Mandatory)

C. State Incems Tax (Mandatory)

D. Retirement Systems (\o]Lntar')

E. Peace OFfficers' Annuity and Banefit Fund

F. Firemen's Pension Fund

G. Group Insurance (Voluntary)

H. Workizen's Compensation (mandatory for ten or Hore Employees)
BONDING PUBLIC OFFICIALS AND CiPLOYEES

FINANCIAL FANAGEMENT -

A. What is Financial Managemnant?
B. What are Some of the Elements in a Sound F1nanc1a] hdnagement
Programn? _ -

. . THE BUDGET
. . A BOOKKEEPI{G SYSTEM
. . RULES FOR THE CO:!DUCT OF FINANCIAL OPERATIOJS
. . THE AUDIT
. FINAHCIAL MARAGE dch

Who is Responsible for Financial Management?
Conclusion

moo

Small Cities

BOWD ISSUE - o

Checklist of Recommended Financial Management Procedures for o




FEES AND CERTAIN TAXES

A. Fees and Permits

B. Fees and Charges for Current Services
C. Alcholic beverage Taxes

D. Franchise Tax

E. . Other

XI. CITY PROPERTILS

Parks and Playgrounds

Cemeteries

Rights of Yay and Street Dedication
Public Uiilities

Franchisc and Easements

XI1. AWNAEXATION

mooOoo>

A. Procedure of Annexation

XIII. ELECTIONS

A. Specific Duties
B. Further Possible Duties

X1V, THINGS TO BE AYARE OF

‘A.  Minimum Standards & jMandated Training for Law Enforcement Officers
Certificaticn of Yater & Yaste Water Oneratols

Blasting & Excavation Permits in Cities Khich Sell Gas as a
Municipal Utility

Municipal Purchasing through State Purchasing

Training

How to Cat Your Money's lHorth

Federal Prograis

. Area Planning and Development Comxnissions

xToHMmMmMmoO O w




"SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: Supervisory Skills Training-Part I

Progiram_Scope and Objectives: This program is designed to train the public
supervisor-- first iinc up to middle managemwent-- in’ the basic techniques
and practices of effective employee supervision.

Recormended Trainina Form: Instructional format, which includes auestion and
answer and group participation sessions (approximately 40 hrs. in duration)

Program Content: The basic technicues and practices of supervision are universally
applicable. Thus, supervisory persorncl, regardless of the area of technical or
professional assignment, need training in at least the follewing:

A. The role of the supervisor
1. the nature and necessity of supervision
2. neisbership on the managament team
3. significance of orcanizational objectives to the supervisor

B. Supervisory duties and responsibilities
1. planning
2. organizing
3. delegating
4. contr¢iling

C. Employee relations and motivation
1. understanding human and group behavior
. 2. effective comnunication

-~

2. motivational skills and techniques

D. Examining Leadarship

. wnat makes a “good" leader

elemonts of effective leadership

self-improverent models for developing and refining leadership
abilitics

W N —
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SUPERVISORY SKILLS TRAIMING- PART 1

Program Level and Participation:

A. Who needs this trairing?- Any emplovee whose job entails the supervision of
others. This is an area of critical nzed, for there are hundreds, possibly even
thousands, of lccal govarnmental employees who are responsible for the work

of other paople but are Tacking in the knowledge of how to effectively supervise.

B. What is the relative level of training readi.ccc of these 2wployees? -
There will be considerable variance in the levels of training 1:adiness

within this traince universe. Many first line supervisors have very poor
educational backarounds, while, on the other hand, middle management personnel
will generally be educated at (or above) the high school level. Also, the
attitudes of potential trainses will vary considerably within this group,
ranging from fear of formal training to enthusiasm. The composite training
readinzss of this crous is, therefore, relatively lower than desired, but this
is a situation that can be overcoma by (1) a proper sclling job, and (2)

the careful gearing of training materials and presentations to the level of those
being trained.

C. Yhat is the anticipated level of predram participation?- Participation within
this program should be exiremazly good, especially i7 initial efforts are successful
and benaficial and the “word gets out". IF the program is properly delivered,

and is made affordable, it should attract scoves of trainges for years to codie.

D. What is the reccimanded level of program .delivery? - This program must

be delivered as close to the participating local goveraments as possibTe. The

bulk of these empioycas are not mobile. Thezy must be reachad in such a way

that minimes disruntion of their normal jobs occur. It is therefore recoimended
that this pregram be “pactaged” in a manner that will allew delivery on a

highly decentralized tasis (poseibly through Tocal high shcools, TEC'S,

or even through the use of lvocal governwental facilities). This may also be a good
area for the regional planning district office to serve as a de]ivery‘vehic]e.




SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: .Supervisory Skills Training--Part II

Program Scope and Cbisctives: This program is designed to provide cont1nu1ng
supervisory skilis training for local governmant managerial and supervisory
personnel. It is dasigred as a sequal to the basic Supervisory Skills Training
Course (Part I), and will serve to continually expand the knowledge and refine
the skills of supervisory public cmployees.

Recormmended Training Form: Prograwsad or Self-instructional materials and/or
prescntations via the State's ETV Hetwork (to be presented monthly on a continuing
basis, and should reguire 1 to 2 hours per session). :
Proaram Content: This program wi11 deal with a multitude of supervisory and basic
manageaent topics. These topics will be trosiod orqcbically--pnrcise and to the
point. 1Included will be-tips on proven mathods and tecimiques of effect1v;
supervision, with emphasis being p]~c~d on the "how to" as ve]l as the "why".
Key subjects to be covbred include :
A. The scope of the supervisor's job
Making the transition 7rom worker to supervisor
Planning and assigning work
" Allocating resources

Motivating wvorkers

Communicating with managerment and workers

Evaluating employee performance

Training employees

Solving supervisory problems




o - "SUPERVISORY SKILLS TRAINING-

Prooram Level and Part1c1nat1on.

PERT 11

A. 110 nee ds this tra1n1nq7 - This tra1n1nq will be of value -to basically the

same personnél as cited in the snecification for Supervisory Skills Training-
Part I. This prooram is a follow-up effort and will have utility in the case
of all local employees who supervise the work of others.

3 "~ B. that is the relative level of training readiness of these awployees? -

. The training readiness of emnlovees chosen to receive this training will be

i reasonably "ood in that they vi11 have been introduced to this tyoe of tra1n1nq
(by pnrt1c1oat1nq in fart I) and somewhat "nre cond1u1oned" thereby.

C. Uhat is the ant1c1nated level of proaram participation? This is sorievhat
dapendent upon the success ful ae]1ven/ of Part I tra*n1nn It is, however,
reasonzble to assume tnat thare will be hundreds of notential trainees -at any

one tine, and tnat thL wajority of thesu should be reachable Lhrouoh this program.

o D.. Hhat 1s the rccomnended level of oronram ce11very7 -~ This training should be

i packaned in a form that will allow ‘delivery thiough each individual lecal jurisdiction.
. In other words, it siould be delivered at "the front door .ten" of -the traince.

“ . This can and should be accomplished through the use of proyramiad learning or

PR self 1ns.ruct10ﬂa] matarials and/or thrOUqh proqnauA1nJ on ETVY,

'N
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SPECIFICATICN
(South Carolina Loca]'Goverhmént Manpower Training)

Course Title: 'Bas{c-Rec%uit Trafning for Law Enforcement Of ficers

Proaram Scone and Obiectives: This course is desianed to provide new recruits in the
T encorcement. 11clu with a basic knowledge of police science, and to introcuce '
them to the practical methods and techniques of the law enforcement trade.
Additionally, it is designed as a prelude to tha SLED training program.

Recomrended Trainize Form: Combination -- instructional and field trainine format

Tapproximately 22J nours).

Course Content: The City of Savannah, Seorgia has in effect an excellent basic

recruit procram. It is recor:andad that tha form and format (all or in part)
of that orocram be utilized in the develonment of this trainine effort. -
Attachment nusber oné (1) of this specification presents an outline of the
Savannan training program. , - ' '

¢
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" Program Level and Participation:

A. Who needs this traihing?- A]] new law enforcement recruits (police and

officials, assures a minimum education level of high school graduaticn. It is,

appropriate for use.

- C. 'ﬁhat 1s‘the ahticipated level of program participation?-'Participation

~ BASIC RECRUIT TRAINING FOR LAW ENFORCEHENT OFFICERS

B}

sheriff's deputies) can benefit greatly from this training. It is designed
to prepare them for optimum work parformance and more sophisticated and specialized
training efforts (e.g: SLED program). - 3 -

B. -What is the relative level ofitkaining readiness of these employees?-
The State's new minimun standard education law. as it relates to law enforcement

therefore, concluded that the training readiness within this group of potential =
trainees will he genevally good, with a wide range of training methods and techniques

levels within this training -areca should bz extremely high--if the program is
properly packaged and made readily available.:- Public administrators _across
the State cited this as their area of most critical training need. There
are now severzl hundred local law enforcement officials across the State, of
which many are nsw or relatively new recruits. Their participation is
practically. guarantead. : e N ‘

D. What is the reccrmended level of program delivery?- This training must be =~ N

delivered at or near the participating loc2l jurisdicticns. It is recomiended that o
K3 . “ F . . . . 3 . . .

the police departrients of selected‘(geograph1ca]]y) large municipalities be. -

designated as "training centers" for purposes of delivering this training. Efforts

should be coordinated thorugh the State Law Enforcement Division, and every nffort .

should be made to accomodate all potential traineces as rapidly as possible.




SAVANNAH }OLICE I?}!?}"./-.P’."."J"“I\’T

PROPO;AL FOR

; ~ 1 - . BASIC EECRUIT SCHOOL

/ \ . |
! s . . ‘ .. D . - .
. The proposed Basic Police Recruit Schcol will be a sevein wee m, 280 hour
course with the following cirriculum -and qua11f¢cd 1nstructo“* -

ADUTHISTRATION (#)

g 1.  Introduction - : > _ ' : ' : 30 Houxr

; "2, Graduation ) - . | ' . ‘1:60 1

i 3. Course Procedures ' ) L - 2:00 flours
i 4. Mig-Term Review and Examination : : ' 5:00 :ours:
¢ 5. Examination Critique - . 2:00 Jiours
] €. Review and Final Examination 7:00 Hours
b TOTAL 16:30 Hours
& . 4 ;
ﬁ 2ILIINT ey TYTT T(
i COMMUXITY RELATION OO
o ]
i . . - . o s f .s
¥ l. Human Relations &nd Police Ethics - 3:00 Heurs
i i :
4 2. Riot - Crowd Control (Classroom) 2:00 jleurs
3
g 3. Laws Governing Juvenilas and VPhudle Disturbed Person 6:00 liours
2 - . L
. L, Administration of Criminal Jusiice, The Police
: Introduction to Luw Enforcem=ziit : . 6:00 Hour:
E 5. Public Relations . L:00 Baswurs
i 6. Civil Rights and the Law Enforcemoeni Officer . 2:00 Hours,
: 7. iow to Recognize wund Handie Abncrizal FPersons 4:00 Houre
f‘i R .
: .
s TOTAL 24:00 fouw .
xe .
;‘ . L4 ‘
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Y ot

; 10
- e, CRIMINAL LAW (Z0)
- ’ . ’
o - ! | 6:00 Hour:
Y 1. Soarch and Seizure , 6:00 Hour:
Pl ‘"WT:'.TZEhnlqucu of Arrest and Search ’ ' 4:00 Hqurﬂ~

"4, Sex Crimes 3:00 Hour:

2:00
6:00 :
2:00 Hqur;

Criminal Law Hourf
City Ordinances

Goorgia Laws of Arrest

T e TOTAL  23:00

TRAFFIG_AND- LCCIDENT IIVESTIGATION (/6)
z 1. Tra fic Laws . _ . '3;00 }’ou;;s_:
2, Traffic Safety (Ciassr oox..)(rlu.; & Hovies VNDER " THILLS %) 2:00 Hours.
3" Trafflc Coritrol B . ) .’.‘° Ct l:oo Hours'
? U, Accident Investigation - e oo 6‘00 Hours
TOTAL  12:00 Hours
| . _ M |
N ‘ . ‘ . - (600 _//(.w":_.‘?; ;

INVRSITOL
[®) VEMJ* A

CRIMINAL

Auto Theft Inv

‘aking Statements

1. Vvice Investigation 4:00 Hour
2., Narcotics Inves tigation 5 2:00 Hours,
v3.”-Techn1ques of Identification 4:00 Hours
}%, FTauauleru Check Investigation . 6:00 iours
5. Services of the F. B. I. Laboratorsy 2:00 jicuxrs
. : 6. Rules of Evidence 2:00 Eeurs
L, 7. Criminal Investigation o 2:00 FHourwu
; 8. The Officer in Court L 2:00 Hours

¢stigation and In»er“ogation 2:00
i:OO

Case Preparation LT 2:00 Jeuirs

12, Service of the State Crimc Laborutory . 3:00 Fouws
’ . 13, Hom1c¢oe Investigation . | L :00 fiours
TOTAL 3G:00 Hour:

Q

ERIC
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;uunwsAL Fon ILCnUl“ "ChOOb

1AGE SR IBE

. 1., Run"e ;
~ "’“T<%E:;e and Cleaning of Weapons : N
- 3. Spec1al Weapons '
'y, - Night Plrlng
5. Riot - Crowd Control (b:old)
6.‘:Dr;vang Course (riela) ¥ (Drwmg C“FTVV)
7. 'Defen~;vc Tactzco (bzeld) - o
8. " Drill and Physical Training - o
9.',Stenaard First Aid and Emerueﬁ,y Chaldo:rtn
-10., Advanced Plr t Adiag '
. POLICE, | PATROL, (7)
1. 'Deoartmont Rqus ana Reg ilations
 f‘2. Organ;acteon OL the Policge’ Depa“ument'
3, Note Tukjng (CJassroom) | .
L' U»e and Care of Departmenu Eou;nmcnt.
'5,_YCJty - Department Persornel P01¢C¢Co
6, Organz&at:on of the City Govcrnmonu
7. Report Comp]eilon .
'58;, The Pollcc Recorae uunct:or . .
"19{”"%0 ‘Savannak Police Dopartmeﬁt'Récorde“Syetem
210, N. C, I. C. Function and Operation
. 11, Pat»ol Tactics
12, ' Use of the Police Radio
13. Vechicle Stoppinrg and Occupant Conirol
‘ 1. Police Pursuit Driving
15 Fiecld Note Taking
16, Role of the Military Police in Civildiasn Law bnlorccmont
' 17. . Administration of Criminal JUublcn the Court
.. 18, JPircarms Ccentrol iAct A
. (vﬁ 19. Observe Court Procedures
P N Ko |
o i '

%40 :00

1 3:00°

4:00
4:00
16:00

’6:OQ

10:00 iour. |

  1”:00'

8:00
9:30

TOTAL 114: 30

Houx

lour

‘Hovar

lour.

Houw:r:

Tour.
Hour: -

Houx

Hours,
Hours -

‘Hour s

‘Hour

Houze!

Jours:

Houra;

I)Oc.“ &

hOdfﬂ:H

Housrw

CoHowis

Howo o o

tiowvra




" SPECIFICATION

(South‘Carolina_LocalkGovernment Manpower Training)

R Cburse Title:” Recru{tiFirefighters Training

Proqrun Sfope and Objectives: Th1s program 1s de51gned -to introduce the recruit
o to those basic matnods and techniques necessary to provide the profess1ona1
] g : skills needed to cope w1tn the complexity of today S f1rf serv1ce.

; : Recormended Tra1n1nc Form: Instructional format (tpprox1m1te1y 120 total hours)
R T Suppiemeniary EIV Prograsming may be employed. Also, the proposed scope of the
ol 'program may be reduced if necessary to fac111tate practical nresentat1on.

. ' Course Contont The: fo]]on1ng top1cs should be included in th1s program
RN P TSee attachment nunuer one(1) . for a deta11ed outline).

A. fH1story of the f1re serv1ce'
. Types of department organ1zat1ons '
. _F1re serv1ce term1nology‘,

. Apparatus 1am1]1ar17at1on

. F1re serv1ce ladders

B
c
D .
"EQ Sma]] too]s adapters and accessories
.
G.. F1re serv1ce hose .

H

4 ;',Mathenat1cs and hydrau]1cs

1. " Fire streams Cl

J. Rescue breathing apparatus
K. Protective clothing

L. Salvage -and overhaul

M. Rope and knot oractice

N. First aid and rescue

. Chemistry of fire

. Portable fire extinguishers

0
P
Q. Forcible entry and ventilation
R

. Fundamentals of firefighting 102




S. Fire pumps

T. Fire prevention and inspection




" RECRUIT FIREFIGHTERS TRAINING

' Proqram Leve] and Part1c1nat1on.

A. Nho needs th1s tra1n1ng’ A]a new f1re f1ght1ng recru1ts (full t1me and

volunteer) can benefit greatly from this training. It is desioned to prepare
them for optimun work. performance and more’ soph15u1cated and spee1al1zed 1n-

service tra1n1ng :

- B. What is the re]at1ve level of tra1n1ng read1ness of these emp10/ees?-
"Minimum qualifications for appointmant to firefighter positions should now
include high school graduation (or eau1va1ent) “However, this is not generally
.the case, and, resuTtantly' the level.of training readiness within this training
group is somewhat Towar than desired. This will require judicious preparation
of training maber1a1f in such a way as to, assure applicability. To be effective
“this training wust be basic and practical, and it must not be presented at
a level "above the head«" o. the potent1a1 traince.

C. %at is the ant1c1pated level of program part1c1pat1on? - Part1c1pat1on
levels within this training area should be high, in that most responding public
administrators have cited a ‘nead for this type of training. There are now several
hundred firefighters across the State, of wnich many are new or re]at1ve1y nov S
recru1ts. The1r part1c1pat1on is pract1ca11y cuaranteed

D. Vhat is the recommendad level of program de11very7 ‘Due to the technical nature

of this program's content it should be delivered in a training center that is -

properly equipred. Hozever, these exnloyees are relativaly 1”uob1le, and cannot

spend extended periods of timz away from the job. sett1n% Hence, it is

recormnended that this program be delivered through the TEC centers. ' B

',Alternae1ves would be local high schools and/or the regional p]ann1ng and deve]onwent
district offices. Instructors for this training program can, in most cases,

be drawn from the more exparienced Tire- f1ghters and adn1nxsurators now enp]oyed 1n

the State s local Jur1sa1ct1ons. ‘ ‘ .

-
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COURSE OF STUDY
Subject ' f o . Nours of,Instruétion 
b - S - Class.  Drill  Total
S B ¥ History of the Fire Scrvice - - B o 1
o ) ' A. Established by the military ' i -
. B, VWatchmen services,
C. Tire prevention. xofulqtiong
v » . D, Salvage corps R ] ) .
[ , ‘ E. Insurance brigades - ' T
L ' ‘ 'F.,.North u.crlcﬁn Ozgauizationd
2. Type; of dcnﬂrtmed% organi 9t*ons ' 2 ' 0 2
. A. Voluntecer ' :
. pubdczxption
/  C. Part-paid B
/ D, FPaid
3. Fire Service Termirology . 2 0 2
_ 4, “Apparatus faniliarization ,i - . : 3 3 5
‘ A. Rescue : o
B, Puapers
C.. Platforms o
D.  Aerial S e
E., Speciel
- 6. -Smal) Teols, adapters and aqcesébribs' 1 3 4
' A, ldeontification. o : o :
B. Use = ' .
C. Carc and maivtenance
6. Fire Service ladder e 2 | 6 8 L
o A, Identification ’ ; . o ‘ o R
: "B, Types and construction
C.. Carries ‘
D, Raises :
E. hﬁintcnﬁvcc and care )
7. PFire Scrvicc hose 3 9 - vizrnwn
A. Sizes, types and construction
B. Carries
C. Drogs
D. Us=c and care
E., Testing
8. Mathematics -and hydrauljes - ' 4 3 7

A. Tuandarmentals
B. Forrulas
C. Apnlication and use




. Fire Streoams :
A, “Types: and sizes
B. . Adapter for producing
C. Effcctive strecan production
Do application

10, ,Rcfcue brcathzng apparatus o n 2 8 8
" A.  Filter : B : '
B. Re-generdating
C. Self-Contajned

: L Y. air
: . . 2, oxygen
; D. Use
L ‘ A E. laintenance and carc
o 11. Protecctive clothipg - ' 2 0 2
’5 - 4 TN mypns . | 5 v ‘ | | o
' E» L . /" B. Construction o S oL S - .
S / ~C. - Use ond care ' a :
3 , 12, Salvage and ovgrhaul S e N 6 8
§ . . A, Salvage covers - - ’ :
: o ~ B. Other salvage cquipnent
' C. Trolding and Spreading
D. Chutes - SRR 4
E. - Placing building in safe conditions
13, First aid and Rescue o : .3 5 8
oo - A, Intreduetien ' ’ '
L . B, TRespiratory systen
C. Cirsulatory syston
D. = Cormon encrgcncics
E.  Shock - :
e ~F, . Vounds .
v "G, Rescue pr1ct1ces
iI.  Carries
j . S X Prags: .
R L o d Spcc1a1 uituations n
34, }ope..,and.}\not practicr‘:sv L B RV BT 4. R ¢ 2O
A. T¥pes and ceastruction
B. Knots and hitches usecd
C. Use and care
15, Chemistry of fire ' 4 0 4
&, Princinles of Coihustion .
B. Solids
C. Liquids
D. Gases ’
16. Portable Firec = anruivhcrs .2 2 4
A. Classification of Iircs
(‘"‘¥ _ B, Lkatiugs
. Lt C. Distribution and narktn ,
’ D, Sizes a0e : o
3. Operation Lve i

F. Raf11ldng




18,

19,

B

-17. Forci

A.
B,

“C..

D.
E.
F.

G.

H.

ble entry and Ventilation

Tools SR

‘Situations requiring

Opening doors, windows,

roofs and floors. E
Situatious requiring ventilation -
Top or vertical ‘

Cross or horizontal

Forced ventilation -
- Equipment used

Fundementals of Firefighting

A,
B.
c.
D.

E.

F.

Firé

B.

c.
D.

_;20. .Fire

“Be

C.
D.

Structural . _

Flemnable liquids

Voous and grass

Aircrart

Special Situations

Application of extinguishing ageuts

puaps - {
Classification
Requircaents
Centrifugal principle
Positive displacenent
Punp Coutrols '

Prevention and Inspection

. Objectives

Fire Bazards and couses
Practices S
Records and reports used
Special inspectionsg

“1l. Schools -

2. lospital and nursing homes

107
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SPECIFICATION

(South Carolina Local Government Manpovier Training)

Title of Course: Basic Building Inspector's Training

Program Scone and Obiectives: This program is designed to provide an overview of
the basic principies and practices of the building inspection trade, and to
give the inspecter a better feel for all facets his job, including public contact.

{ Recommended Trainina Form: Instructional format, which includes question and.
answer and group participation sessions (approximately 40 hours duration)

Program Content: This program is oriented toward a general survey of the building
inspection trads, not the detailed technical education of building inspectors.
Through this course the trainze will be introduced to the basic principles and
practices of building inspection, and will be genarally trained in the application
of the Southern Standard Building Cod2. Also, the cods will be discussed from
the standpoint of why its provisions are as they are (the nhilosophy behind the
code), so that the inspector might be better able to understand and explain that
which he is reguired to entorce.

As stated, the training program should be built arcund the Southern Standard
Building Code. It will include treatment of the following subject areas:

A. lecessary Definitions
Fire Districts
. Classificaticn of Buildings by Occupancy

. Special Occupancy Requirements

B
c
D
E. Classification of Buildings by Construction
F. Fire Protection Requirenents | .
G. Heating

H. " Sprinkler and Standpipes

I. Fire-Resistive Ratings for lMaterials and Construction

J. Exit Requirements

K. Minimum Design Loads

L. Foundations, Excavations and Footings
H. Masonery and Veneered Valls

H. Structural Steel

108




(=]

Concrete Materials-iiix and Design

P. Yood Construction Pract%ce-aesigns and Qua]ify
Q. Lathing and Plastering

R. Rat=Proof Construction

S. Light, Ventilation and Sanitation

T. Safequards Durina Construction

U. Use of Public ?roperty

V. Signs and Cutdoor Displays

W. Prefabricated Construction
X. Plastics
Y. Relating to the Public
1. the inspector as a pudblic servant
2. technicues of effective public contacts

HOTE: Test materials should be prepared based upon the Code'(assistance
of the Southern Building Codz Congress should b2 solicited).

109




" particularly aimed at the level of the new (or relatively new) inspector.

C. What is the anticipated level of program participation?- In terms of

BASIC BUILDIG INSPECTOR'S TRAINING

Proaram Level and Participation:

A. Who needs this training?- A11 public eriployees involved in building
licensing and inspection can benefit fromi this training. However. it is

B. What is the relative level of training readiness of these employees? -

The level of training readiness for emnloyses within this training group will
be somewhat lower and less -flexible than would ideally b2 the case. HMany, if
not most, of the local jurisdictions' inspecticnal personnel are ex-tradesnien

or formen buildinz centractor emplnyees. The level of formal education for many
of these peosle will be below that of a high school araduate, and this will
therefore somewhat restrict the types of training materials and presentations
that may effectivzly be used. However, these employees will generally be
possesssive of a relatively high level of job related experience, which does
provide a sound training base.

sheer numtars of trainees, this program stands to b2 considerably smaller than
many of the other proposed programs. There are not now a great rusbar of building
inspectional erployees acress the State, but there is a pressin? nead to better
train those that cdo exist and to develop new inspectional parsonnal. This need

is recognized by most local administrators (as indicated in survey resnonses).

and it is therefore felt that participaticn in this program will be gooa.

D. What is the recomrended level of program delivery?- This training, again,

should be delivered as close as possible to the participating juridictions.

There is however nicessity for holding the sessions in a centralized ‘

locaticn ¢or z series of such locaticns) due to the nature of the training

material and the nzed for a qualifiad, competent instructor. It is thus recommended
that the courses b2 scheduled on the bases of 2 to 3 hrs. of ins*ructicn '
per week, and that the program be put on in a centerally located facility

(TEC, local hish school, or Gov't. bldg.) within the gecqraphic area it is

designed to serve. Also, the possibility of using ETV as a supplementary
(or, if necessary, primary) delivery device should be considered. .

’
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SPECIFICATIO!

(South Carolina Local Government Manpower Training)

Title of Course: Basic Technical Training-Water and taste Water Plant Operation

Program Sccne and Obiectives: This progrem js designed to provide basic technical

and operational skills training to new (ard existing) plant operations in the
water and waste water treatment fields. It is to be non-certiticated, and is
meant to serve as a preluda to the formal technical education nscessary for State
certificatien. : .

‘-
"

Recorsiended Traininn Form: Instructional format, supplemented by basic (simplified)

—

self instructional matarials (about 40 hours in curation) -

Program Content: In actuality this cen (znd should) be too (2) separa%e courses of
study. basicn of this course (or courses) should include treatufeni of.at least
the following subject araas:

1. Vater Quality Control Plant Operators (waste water treatnent)
A. Introducticn
1. pwrsose(s) of treatment
2. tvres of treatmant
3. typical fleu diagrams
4, typical equipmont
B. Care and maintenance of eguipment : ,h-fi
C. Core and use of chemicals ’ o
D. Lab technigues (and their applications)
E. Typical problems which rmay arise _ .
I1. Mater Treatment Operators
A. Introduction
1. purpose(s) of treaiment
2. types of treatment
3. typical flow diagrams
4. typical eaguipment
B. Basic llathematics

1. principles and techniques
2. application

C. Care and Use of Equipnent




BASIC TECHMNICAL TRAINING--WATER WASTE WATER PLAWT OPERATORS

L
~

Proaram Level end Participation:

A. Vho needs this trainina?- With the increased einphasis upon the imnortance of -
vater and waste water treatment (environmental control), this training can be
both timely and beneficial. It is desianed as "basic training” for persons
entering this field. Al1 nex (and exictina) emplovees of water and waste water
treatment faciiities need this training to (1) help them do a better job, and
(2) to prepare them for the more foralized technical training they must
eventually receive pricr to being certified.

B. Uhat is the relative level of training rcadiness of these employees?
Persons entoerina (and now employed) within this field will cenerally present
somewhat of a problem in this resnact. Many of the employees arve high school
graduates, but :manv also are not. kence, the level of formal education will
probably adversely affact their level of training readiness. idandatory
certirication s:i11 have dene much to "pra-conditicn” these employees as to the
need for training, however, and attitudnal factors should not negatively affect
this traininz group to any oreat dagree.

C. Mnat is the anticipated level of srogram participation?- Participation
within this training nicqram area shouid be extrarnely good iF the course can

be effectively deliverad ta the trainwes. Empioyees in nzed of this trainina are
not mobile, and the training will nacessarily have to be taken to them. Tharz
arc several hundrad potontiz] trainoos across the State, and 2 high percentage
of these should, and can, ultirately bo reached through this training efiort.

D. lmat is the recormcnded level of orosrem delivery?- As indicated, this

training rust be delivered et (or near) thz level of the local jurisdicticns whose
emploreas ara nzrticipating hersin. Presentatirns should icd2ally be rade by

qualiiied tochnicians and cocarators (roi acadzmicians), and celivery should be
flexibly siructured ang ralatively informal. TEC's, lecal hiah schools, and centrally
Tocetad jurisdictional facilities can and shoulé bz used &s treining centers.

In fact, oualifiad instructors could, conceivably. be trained centrally and then
dispatched across the State in order to deliver the training locally.

~e~

112




SPECIFICATION

(South Carolina Local Government Manpower Training)

Title of Course: Effective Public Contact

Program Scone and Cbiectives: This program is designed to develop within the
Traince a basic unczi-svandling of the principles of effective public contact
and human relations, and to impress upon him the importance of these contacts
and relations.

Recommendsd Training From: Werkshop or Seminar (approximately eight (8)
hours in cduration).

Proaram Content: This program should be designed to inclucz coverage of at least
the folicwing subject areas: ‘ -

A. Feeting and dealing with the public
1. the role of the public servant
2. the signifiance of sincerety in dealing with the public

B. Comnunicaticns Skills
1. telepnonz contacts
. Tfactors in listening
. elements of perception
. ora! and written communications techniques

ersonal factors in Public Contacts
. appearance

. couirtoousy and manners

. siagnificance of self confidence
. the professional self-image

2
3
4
P
2
3

1
4




EFFECTIVE PU3LIC CONTACT

Program Level and Participation:

A. Who needs this training?- This program is designed primarily for those

public employeces who ‘have daily, rovtine contact wnith the public. It is

generally oriented toward clericai and office employees, but would.-be of

significant value also to other employvees whose jobs entail extensive public

contacts (e.g. police officers, codes enforcement personnel,eic), %

B. What is the relative level of training readiness of these employees?-
Employees who, by virtue of their jobs, would qualify for this training
will generally be educated at or above the high sciool level. They wiil,
thus, possess a relatively high d2oree of training readiness. with ne2gative
attitudnal factors not being a significant problem.

C. Uthat is the anticipated level of program participation?- Participation
within this progrem should be goed. Thare are saveral hundred potential program
participants now empleyed in South Carolina's ioczl covernments, and the

are, according to acministrative survey response, in need of and available for
this type of training.

D. WUnat is the recermended level of program delivery?- This program should te
designed for one (1) day prasentation, and should b2 nmade available at
geographically centeralized locaticns across the State. The TEC'S, units

of the University Svsics, veaionai nlanning ant develepmont district offices

and local governmantal Tacilities are 2ll possibilitiss vor delivery. The
program must h2 carried to the trainees i7 maxinum participation and benefits are
to be realized.

ERIC Clearinchouse
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